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Because they are all-electric, the typewriters 
manufactured by International Business Machines 
Corporation lighten the effort of the typist and 


17 Years of Proved produce work of the finest quality. 


IBM’s research, design and engineering skill are 

ELE CTRIC evident in the ease of operation, and in the dis- 

tinctive appearance and high legibility of the typing. 

PE RFORMANCE The IBM Electric Typewriter has been proving 
its merits in actual use for 17 years. 


If it's IBM... it is electric 


ELECTRIC TYPEWRITER 


For further information address 
INTERNATIONAL BUSINESS MACHINES CORPORATION, WORLD HEADQUARTERS BUILDING, 590 MADISON AVENUE, NEW YORK 22, N. Y. 
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North, South, East or West, 
Federbush Binders are the Best! 


7 . 
° . 
+ 
METAL HINGE RING BINDER 4 ° 
WITH LABEL HOLDER e 4 ° 
Style RJM, Binding: Full Black ° “. > 
Levant Grain Imitation Leather, blind ® © 
tooled; stiff covers; metal parts highly 4 FABRIC HINGE RING BINDER . 
nickel plated with triggers. 4 Style RJ. Binding: Black Imitation e 
e Leather, blind tooled; stiff covers; metal 4 
> parts highly nickel plated with triggers. ° 
. 
. « 
SECTIONAL POST BINDER 4 
Toplock — Style FR. Binding: . 
Finest Grade Blue Slate Canvas, Red SECTIONAL POST BINDER 
leather C ; medi ight binder 
heard ‘cis comet eh a Slotlock — Style SB. Binding: 
of highly nickel plated steel, Blue Slate Canvas, Black Imitation 


leather Corners; medium weight binder 
board with rounded corners; canvas 
hinge; slotted locks. 

pang eT ENE,“ 9 —_—s 2 0B Leen MN LIS em Bo 8 


som 9 Ot PP mst > ok 


“J FEDERBUSH Copsey, © 


91 SEVENTH AVENUE + NEW YORK 11, 


When It Comes to Binders — Come to Binder Headquarters .-.or Write for Our Complete Catalog. 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing equipment, methods and personal is published monthly by Andrew Geyer 
Ine., at New York. N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave.. New York. Entered as second class matter 00 
Sept. 20. 1946, at the P. O., N. Y.. under the Act of March 3, 1879. . Volume 8. No. 12. December, 1947. Subscription $2.00 per year in United States 
and Possessions, Mexico and Cuba; $3.00 all other countries. Printé& in United States. 
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...for ease, speed, efficiency 
The new deluxe Woodstock brings to your 


office the ease and effortless efficiency of operation 


that makes fingers fly—that banishes fatigue, 


and results in “letter perfect” performance. 


See it at your dealer's. 


Woodstock Typewriter Company Woodstock Illinois 


December, 1947 
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ps ... you asked for it—so we made it to fit your 
specifications and to fulfill all your requirements. 
No hand-me-down catalog this . . . it was especially de- 
signed and attractively printed in color to include all 
your suggestions. It’s expertly arranged to give you 
quick, easy access to all the information you need 


—_ MAIL COUPON TODAY! 


Please rush my copy of your spectacular new M&V catalog. 


a ee eee 


Position ides 


E, 


a 


Your Home Address 


City 


é OFFICE MANAGEMENT AND EQUIPMENT 


THIS NEW TAILOR-MADE CATALOG 
WAS MADE TO ORDER FOR YOU! 


on each and every Mittag and Volger quality product 
COLORFUL FINGER TIP REFERENCE INDEX 


Notice the colorful six section index to facilitate rapid 
reference work. A flick of your finger brings you the 
information you want quickly —easily and efficiently. 


18 REGIONAL STATIONERY ASSOCIATIONS PASSED 
RESOLUTIONS FAVORING A CATALOG LIKE THIS 


It’s ready for you now. Be sure to send for your copy of 
this modern M&V catalog today! It will be sent to you 
with our compliments as our contribution to better 
catalog work. Don’t delay . . . mail the coupon now! 


-Mittac & VoLcer, Int. 


Fine Carbon Papers & Inked Ribbons 
Park Ridge, New Jersey, U. S. A. 


December, 1947 
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The big 5-drawer brother of the famous 
INVINCIBLE line of 2,3 and 4 drawer 
files is back in production — ready to fit 
in your office — to go to work for you! 


THE INSERT FILE 
iS BACK TOO! 
Now available for the famous 
INVINCIBLE 2, 3 and 4 drawer 
file units (cap or letter size) — in- 
serts for 3 x5 and 6 x4 cards, 
checks, boxes, double and triple 
documents. Regular files with insert 
drawers only—available in 2, 3 
and 4 drawer standard file heights. 
For complete details on INVINCIBLE files . . . 


see your nearest INVINCIBLE Dealer or 
write File Headquarters 


INVINCIBLE METAL FURNITURE CO, 
MANITOWOC, WISCONSIN 


IN PRODUCTION 


-DRAWER MODEL OF THE 


FAMOUS INVINCIBLE LINE 
OF METAL FILING EQUIPMENT 
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Now! Keyboard Margin Control* 
sets margins at the flick of a finger 


BOON TO TyPIsTS, Keyboard 

Margin Control— exclusive on 

the Remington KMC* Type- 
writer—takes the merest flick of a 
finger, gives on the dot margin ac- 
curacy without moving the fingers 
from the keyboard. Like the other fea- 
tures on the Remington KMC Type- 
writer, it is designed to ease and speed 
the typists’ work. These features mean 
extra savings for executives and own- 
ers, too. Keyboard Margin Control 
and the other Plus Values built into 


this magnificent typewriter—all avail- 
able without extra charge — provide 
distinctive, clear-cut, efficient typing 


It's none too early 
at the lowest net cost. Let your near- : 


to reserve your Remington 


by Remington Rand _ representative 
. DeLuxe Model 5 Portable or 


show you how the replacement of <A : ; 
your outdated machines with Rem- Noiseless Model 7 Typewriter 
7 : ges 5 ¢ 7p 2. » Ginina! 

ington KMC Typewriters can lower for Christmas Giving! 

See your Remington Rand 


your typing costs. 


dealer, today! 


THE FIRST NAME IN TYPEWRITERS 


No smudged fingers! 
Release keys jammed 


These Plus Valeats on 


One-third More Rib- 
bon Coverage! Exclu- 
sive 3-position Ribbon 
Control allows you to 


c 


No ruined out quickly for daily 
manicures dusting. 
Lower upkeep! Exclusive Ring-free, Less tiring! Typists 


unit construction speeds 


the Remington KMC give you the lowest net cost 


Easy to clean! Re- 
movable picten lifts 


ok 


glare-free, welcome the Silent Longer Writing Line. 


OFFICE MANAGEMENT AND 


through a misstroxe with use ALL the ribbon— ic check-ups; makes _—Alll Plastic Carriage Return—it eliminotes the need for a wider 
exclusive Key Trip. adjusts for stencils. port replocement easier. Keys. floats back at a touch. carriage machine. i 
*Keyboard Margin Control and KMC, T.M. a Copyright 1947 by Remington Rand Ine. 
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GF 


_ STEEL TRANSFER FILES 
are BACK? 


LACE your order now for GF 

Steel Transfer Files, to take care 
of transfer-time needs. Manufacture 
of this popular line of rugged steel 
files has been resumed. Pre-war 
quality and GF special features are 
maintained. 


With GF Steel Transfer Files you 
provide permanent, sure protection 
to valuable records. Dust, dampness, 
insects and rodents are shut out 
effectively. Each case is channel 
reinforced —so constructed that the 
combined weight of the entire, 
loaded stack is carried directly to the 
floor through the reinforcing mem- 
bers. There is no load on the sides of 
cases or drawers to cause distortion 
or interfere with free opening and 
closing of files. 


For further information and prices, 
phone the GF dealer or branch which 


serves you. 


Letter-size case No. 2TL-2 illustrated. Dimensions of 
each case: Outside 13%6’" wide x 12'%4)”’ high x 25” 
deep. Inside of drawer measures 12%” x 10%” x 


To make for easy opening and closing of drawers, 
steel rollers are provided — mounted in pairs — 
Sour rollers to each drawer. 


One pair of rollers is mounted on the top rear of 
the drawer. Another pair is mounted in the case 
bottom, front. Thus each drawer has a 4-point 
roller bearing. 


GOOOFORM ALUMINUM CHAIRS + METAL DESKS 


December, 1947 


OFFICE MANAGEMENT AND EQUIPMENT . 


24'%.’. Also available in Cap size. 


THE GENERAL 
FIREPROOFING CO. 


423 East Dennick Avenue 
YOUNGSTOWN 1, OHIO 


METAL FILING CABINETS + STEEL SHELVI 
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The Ozaly Magazine 


edited for and circulated 


exclusively to top office 


management execufives of the 
nation’s largest business and 


industrial organizations 


Now a Member of the 
Audit Bureau of Circulations 


In keeping with the rapid progress of this publication. and reflecting its 


genuine service to the industry 


has been elected to membership in the AUDIT BUREAU OF CIRCULA- 
TIONS and the ASSOCIATED BUSINESS PAPERS 


This is the only paid circulation 
magazine offering thorough 
coverage of the nation’s top 
office management executives. 


Member Audit Bureau of 
Circulations impartial 
measurement of reader 
interest in terms of paid 
circulation. 


If you have a story to tell or 
something to sell—tell it and 
sell it through the pages of the 
office executive’s own maga- 
zine: to the treasurers, control- 
lers, office managers and pur- 
chasing agents. 

These are the men who are 


Member Associated Busi- 


ness Papers authentic 


facts relating to editorial 


scope and reader cover- 


age. 


responsible for office manage- 
ment, personnel and purchas- 
ing in the offices of the nation’s 
largest industrial and com- 
mercial organizations, in edu- 
cational and governmental 
agencies, associations and 
bureaus. Write for Rate Card. 


OFFICE MANAGEMENT and EQUIPMENT 


260 FIFTH AVENUE 


A Goyer Cablbicilion 


NEW YORK 1, N.Y. 


GEYER PUBLICATIONS—Publishers Since 187Z Also Publishers of: GEYER‘’S 
TOPICS, The GIFT AND ART BUYER, SPORTS AGE and TRADE DIRECTORIES. 
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AS PHOTOGRAPHED 


No. 854 LETTER SIZE $42.70 
No. 858 LEGAL SIZE 49.95 


WITH ONE SWINGING SHELF 


No. 855 LETTER SIZE $46.95 
No. 859 ‘LEGAL SIZE 54.20 


WITH TWO SWINGING SHELVES 


No. 856 LETTER SIZE $51.20 
No. 860 LEGAL SIZE 58.45 


Additional lock on bottom drawer — add $2.50 


COLE sri EL EQUIPMENT COMPANY 


288 Madis~~ Avenue, = New York 
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g Everyone's talking about 


COLE “alr-flo” 


—finest files ever built! 


LETTER SIZE 


The only cabinet having a suspension 
cradle within a suspension cradle — 
gives drawers silent, smooth, feather- 
touch operation and lifetime 
strength. Each drawer equipped with 
fool-proof catch. ‘‘Air-Flo"’ drawers 
operate to full suspension — the last 
folder is right at your fingertips. Can 
be used for both hanging and regu- 
lar folders. 


Built for a life-time! 


$45.00 $54.00 


Prices slightly higher in Zones 2 & 3. 


STEEL EQUIPMENT COMPANY 


285 Madic-_ yp -ue, New York 17, N.Y. 
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COLE's new ‘life-time’ line! 


COLE Safe-type 
Storage cabinets 


vn Will keep your office supplies and 


= printed matter clean and orderly. As a 
r- storage cabinet for hand tools, or even 
e liquor, will pay for itself over and over 
th again by preventing pilferage. Doors 
rs are equipped with a two-way locking 
st device controlled by a paracentric 
n lock. Olive green oreCole gray crinkle 
4 finish. 


Built for a life-time! 


No. 349L No. 760 


37 2” high, 30” wide 76° high, 36” wide, 
182” deep. 18%" deep. 
Two adjustable shelves. Four adjustable shelves. 


‘45° $69” 


a 


STEEL EQUIPMENT COMPANY | 


4 


285 Madison Avenue, New York 17, N.Y. 
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27-DRAWER 
STORAGE CABINET 


Will pay for itself many times over 
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as a valuable money-saver in locat- 
ing and safeguarding important 
matter. For catalogues, hardware, 
office forms, printed matter, art 


work, cuts, photographs, tools, etc. 


Olive green or Cole gray crinkle An 
finish. lays 
ped 

_ WIDE HIGH DEEP quit 

Cabinet size 30 37'%2° 13'° ora 


Inside drawer 9 3'%2° 12° 


STEEL CARD CABINETS 


Designed for card record 
systems. Constructed of 
heavy cold-rolled furniture 
steel, electrically welded 
throughout. Units can be 
stacked. 


No. 
C335 


COLE 


ONE DRAWER UNITS 
Card Capacity Height Width Green 
3x5 1500 cards = S/n” 6,” $3.60 


STEEL 
ee Mena ren 


TWO DRAWER UNITS 
Card Capacity Height Width Green 
3x5 3000 cards 5,” 12°,” $6.30 


C346 4x6 1500 °° bh” 7/2” 4.20 4x6 3000 * 64” 14%” 7.20 
C358 = 5x8 1500 7'/_” WNW” 5.40 5x8 3000 7',” 18%” 9.60 
C369 bx 1500 * al,” 10,” 8 40 6x? 3000 © 8%” 20/2” 12.00 
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No. 890 LETTER BOX FILE 


An Amfile adaptation of an old-timer. Stands upright or 
lays flat. Has dozens of uses on desk or work table. Equip- 
ped with alphabetical index. Pull tab at back. Strong 
suit-case catch keeps out dirt. Finished with marble paper, 
orange back. Packed 12 to carton. 


Per doz. Gross lots 
No. 890—Letter Size, A-Z, 16 division. .$17.00 $15.50 per doz. 
No. 891—Letter Size, 1-31, 31 division. 19.50 18.75 per doz. 
No. 892—Cap Size, A-Z, 16 division. ... 19.75 19.00 per doz. 
No. 893—Letter size, A-Z, 24 division. . 25.50 24.50 per doz. 
| 


No. 420 PERSONAL FILE 


A roomy file for everyday use in 
office, store or home. A_ place 
for receipts, bonds, income tax 
data, etc. Comes with letter size 
alphabetical and monthly folders, 
a 3-year budget and expense 
record, place for phone numbers, 
addresses. Maroon, black, blue, 
brown, green. ivory. Size 10% 
x 12% x 6”. Packed 6 to carton. 


» Nationally advertised at $2.25 


ORDER TODAY _— 
through your dealer or write fo 


December, 1947 OFFICE MANAGEMENT AND EQUIPMENT 


sof complete Amfile line and in Canada 


akee, Ill. 
BTay Room Merchandise Mart 


There files are—— 


standard items, 
attractive and well 
made. 


No. 710-A TRANSFER FILE 


Heavy construction with cloth hinge. Genuine 
leather pull. Covered in marble paper. Letter 
size. Outside size 1014” high, 714” wide. 134” 
deep. Packed 12 to carton. Retails at $1.55 
$15.35 per doz. $175.20 per gross 


No. 12105 TRANSFER FILE 


Similar to above but medium construction with 
webbing pull. Outside size 10%” high, 514” 
wide, 1244” deep. Packed 12 to carton. Retails 
at 


$13.50 per doz. $145.80 per gross 
All prices higher west of Rockies 
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The VISECO ACTION 


DESK. hay 


PATENT PENDING 


THE 
TRAY 
THAT 
HANDS 
YOU 
YOUR 
PAPERS! 


Just reach in, press lightly on the 
action lifter and the papers actually 
pop up right into your outstretched 
fingers! No more ‘scratching around 
in the bottom of the tray for that last, 
elusive sheet— you get them ALL AT 
ONE TIME with the VISECO Tray. 


OUTGOING: “Hands” your . hy VISECO alse giued You these 
y ng papers from this , lite y , , . 


@ Heavy metal construction — will last a lifetime. 


@ Nothing to get out of order about the action lifter. 


@ Real, resilient rubber feet to discourage sliding and t 
protect your desk or table top. 


@ Beautiful, modern, durable grey enamel finish. 


INCOMING: @ Stacks rigidly with unique, heavy half-round metal 


Hands posts. 
ou your , 
incoming” @ Can be stacked with trays reversed so that your gitl 


papers at can also have the advantage of its action feature when 
this end. removing papers from “outgoing” tray — see illustration 


| Ia at right. 


See it at your dealer’s — try it yourself. It is the only tray 
that gives you action as well as good looks. Priced no higher | 
than ordinary trays. . 


THE VICTOR SAFE & EQUIPMENT CO. INC. 


North Tonawanda New York a 
¥6 OFFICE MANAGEMENT AND EQUIPMENT December, 1947 
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7 PERFECT QUALITIES 
READABILITY, DURABILITY, CLEANNESS, MANIFOLDING, 
NONCURLING, UNIFORMITY, and ADAPTATION 
TO ALL MACHINES for PERFECT CARBON COPIES 
THROUGH 
7 GRADED COATINGS IN EACH BRAND 


Kee Lox New Process Formulae combine permanent intense colors with hardest of vegetable waxes, these 
do not change or deteriorate like lower priced materials, consequently can guarantee sustained uniformity. 
For samples in any one of the 7 BRANDS or 7 COATINGS, contact your nearest Kee Lox Branch. 


Kee lox, Manufacturing Co. 


Rochester 1,N. Y., U.S.A. 
DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, Boston, Chicago, Cin- FOREIGN BRANCHES: Buenos Aires, Cordoba, Rosario, Tucuman, Argentine; 


cinnati, Cleveland, Dallas, Denver, Detroit, Houston, Indianapolis, Kansas Adelaide, Brisbane, Melb , Perth, Sydney, Australia; Carbon Paper Supply 
City, Los Angeles, Louisville, Memphis, Miami, Milwaukee, Mi polis, New Co., London, Birmingham, Edinburgh, Glasgow, Manchester, Newcastle, Leeds, 
Orleans, New York, Omaha, Philadelphia, Pittsburgh, Portland (Oregon), Roch- Leicester, Liverpool, England; and Belfast, ireland. Export Dept., Rochester 1,N_Y., 


ester (N. Y.), St. Louis, Salt Lake City, San Francisco, Seattle, Toledo, Tulsa ™ U.S.A Cable Address: “Keelox Rochesterny.” 
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UTILITY TABLES by 


DORAN MANUFACTURING CO. 


IMMEDIATE DELIVERY 


THEY'RE NEW—STRONG—AND HAVE PERFECT LEVEL BALANCE 


With modern engineering devices and precision made dies we have created and 
mastered a new method of adding triple strength to a sturdy all steel frame con- 
struction. All edges are rolled away into a perfect !/,"" tube roll making these tables 
completely snagproof and vibration proof. 


<————— No. 1001 
NOTE THESE FEATURES: 


For everlasting rigidity this table is 
completely assembled. 


TOP—Heavy gauge steel 
17 x 17" closed, 17 x 35" open 


DROP LEAFS—Two, 9 x 17" with automatic drop leaf 


arm supports. 
CASTERS—Easy rolling, large bakelite or steel. 
FINISH—Walnut, Gray Hammerloid. 


SHIPPING—Packed one to a carton completely set 
up f.o.b. factory. 


No. 1003 > 
THE ALL PURPOSE STAND: 


Built for attractiveness and rugged lasting service. 
Snagproof and clatterproof to give added worker com- 
fort. Correct height assures efficient performance. 
Especially designed for beauty, comfort and all 
around service. 

Precision built of finest materials. Adds smartness to 
any office. 

TOP—Heavy gauge steel, 17 x 28" 

CASTERS—Easy rolling, large bakelite or steei. 
FINISH—Walnut, gray hammerloid. 


SHIPPING—Packed one to a carton, knocked down. Easily 
assembled. F.O.B. factory. 


Created, designed, developed and sold exclusively by 


GUS SOLOMON AND ASSOCIATES 
DESIGNER OF OFFICE EQUIPMENT 


5071 Broadway : Chicago 40, Ill. 


Phone SUnnyside 7800 


OFFICE MANAGEMENT AND EQUIPMENT 


December, 1947 
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The man and the things with which he surrounds 


E veciutlive . himself, combine to create the feeling of confi- 


dence and respect which are the vital elements 


2 fje in executive success. “Y and E” Style-Master 
@ee _ steel Office Suites in Neutra-Tone Gray stimu- 
late an atmosphere of confidence in your office. . 


+ _ 
Executive YOUR side of the “Y and E” desk is designed to i 


make your day easier. The efficient arrange- 


CG 4 ment and precision construction make your every 
J, eee move effortless and more productive. 


» 


me? 


Ask to See the 4-Color Brochure “(/, . Dies ign « Fun a ” 
YAWMAN > FRBE MFG. - 1099 Jay Street, Rochester 3, N. Y. 


The Franchise That Means Quality Merchandise 
December, 1947 OFFICE MANAGEMENT AND EQUIPMENT 19 
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IBM 
PUNCHED CARDS... 


The Key To Modern , 
Accounting } = 


1, IBM Accounting, fast, automatic machine processes provide 
accurate, timely reports of basic accounting data, as well as any break- 
down of figures that are entered into the balance sheet or profit and 
loss statement. The IBM Method offers complete accounting. Facts are 
recorded only once in IBM Cards. The cards then are processed auto- 
matically by Electric Punched Card Accounting Machines to prepare 
various accounting reports to meet individual requirements. 


An IBM installation in your office, or an IBM Service Bureau, 
can handle any type of accounting routine. IBM Service Bureaus, manned 
by skilled personnel, are located conveniently in principal cities. 


ELECTRIC PUNCHED CARD ACCOUNTING MACHINES 
PROOF MACHINES...SERVICE BUREAUS...ELECTRIC TYPEWRITERS... 


TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


International Business Machines Corporation, World Headquarters Building, 590 Madison Avenue, New York 22, N. Y. 
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New dictation unit slashes cost... 


offers automatic “erasure”! 


To “erase” any mistake — 
simply press a button! 


Here's news for the thousands of 
business men who want dictating machines — 
at a price they can afford! 


Thanks to Magnetic Recording the MAIL-A-VOICE* offers 
features no other dictation unit on the market can match... 


and for only $97.00! 


1. Each Mail-A-Voice is a complete dictation and transcrip- 


tion instrument. 


2. Mail-A-Voice magnetic recorder-reproducers record your con be folded for meiling or 
>... used 
over and over. Foot pedal included can be plugged in when 


voice on inexpensive discs that can be “erased’ 


required. The Mail-A-Voice is lightweight, compact, porta- 


ble, equipped with handy microphone-receiver. 


For your special needs in dictation and transcription, available 
accessories include various types of headsets, microphones, etc. 


PROFESSIONAL 


only $9 700 


(includes excise tax and standard accessories) 


22 OFFICE MANAGEMENT AND EQUIPMENT 


Ub picé 


@rash—FiRST IN MAGNETIC RECORDING 


Mail-A-Voice is portable— 
weighs only 13 Ibs. 


Any Mail-A-Voice recording 


filing without harming playback! 


See and hear the unique MAIL-A-VOICE 


. . . Fill out this coupon and mail it today for a free bulletin 
on MAIL-A-VOICE and for a demonstration at no obligation! 


NAME 


ADDRESS 


CITY AND STATE 


Mail it to The Brush Development Co., Dept. 
O-6, 3405 Perkins Avenue, Cleveland 14, Obio. 


. 
a ee 
| 


*Trade Mark 
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Torque plate reinhetee 
mentunder zach drawer 
shelf. Rigid frame con- 
pies fh a 


ALSO 2, 3, OR 
5-DRAWER SIZES 
We also manufacture a 
complete line of steel stor- 
age and wardrobe cabinets. 


day for full infor- 
peojsomeeren® — ALL-STEEL EQUIPMENT FILES mous” ts 
— full-opening 


e@ Ask the man who uses them! You, too, will find that A-S-E Files 
look better, perform better, ARE better! They’re packed with many 
hidden features . . . features that assure lasting satisfaction. Write 
for full details. 


strength! 


* * * 

A-S-E STEEL PRODUCTS FOR MANY USES ) 

ee eae STEEL OFFICE FURNITURE - RACO ELECTRICAL OUTLET AND SWITCH | 
ottom—providingextra BOXES - INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS HANDLING | 


* FROZ-N-FOOD LOCKERS - CLOTHING LOCKERS - WARDROBE, 
STORAGE, AND COMBINATION CABINETS 


Lasting, chip-proof fin- 
ish. Hardware of genu- 
ine bronze, beautifully 
designed. 
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Lippered Ring Binder 


This is the line which has won for Feldco its reputation 
and leadership. Available in either black or brown 
beaver-grain imitation leather with booster metal and 
end sheets. Immediate delivery. 

PACKED 36 PER CARTON 


Sheet size: 11 x 84—10'%2 x 8—9'%2 x 6— 8% x 5% 


New Canvas Binder 


The new sensation in the canvas binder field, featuring 
beauty, utility and individuality. Calf-grain Vinyl-Tex 
back, gold stamped with school or company name in lots 


' of 96 or more. Available in either blue or green with 


booster metal and end sheets. 
PACKED 48 PER CARTON 
Sheet size: 11 x 84—10'% x 8—9'%2 x 6—8%2 x 5% 


Standard Blue Slate 


Sales-proved the Nation over. C 
Bound in extra heavy board 
for greater value to consumer. anvds 
All sizes. 
PACKED 48 PER CARTON 
Sheet size: 11 x 8%—10%2 x 8—9'2 x 6— 82 x SIA 


Levant Grain Ring 
exrotearysoorsarccivese Bander 


PACKED 48 PER CARTON 


Sheet size: 11 x 8%—10% x 8—9%2 x 6—8'2 x 5% 


Also Post Binders, Newspaper Files and Looseleaf Specialties of all 
types. Order from Your Jobber or Write direct today. 


406 SO. MAIN ST., Los ANGELES - PHONE MICHIGAN 2646 
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JASPER, INDIANA 
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‘BROWVE-MORSE sous 
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KRAFT FILE FOLDERS 


Made from natural, unbleached sulphite stock, these folders 
have unusual strength and wearing qualities. They present 
a clean, pleasing appearance and have an exceptionally 
good glazed Kraft finish. Browne-Morse Kraft Folders are 
available in many sizes, styles and cuts for every filing 
application. They are furnished with either a single or a 
double top, with or without undercut. Tab styles include a 
one-half, one-third, one-fifth, two-fifths, and square cut. Any 
of these styles may be secured in heavy weight or extra 
heavy weight Kraft. 


CARD GUIDES 


Browne-Morse alphabetical Card Guide Sets are available 
in three sizes... 3x5", 4"x6" and 5”x8”. They are 
made of quality Bristol in buff, salmon and blue colors, and 
of high grade Press-Board in grey only. They are supplied 
in durable, attractive, clearly-labeled boxes. Card guides 
are furnished either with or without ‘Keyloiding.” The spe- 
| cial ‘Keyloid” process impregnates the tab and entire top 
edge of each guide with a tough, life-extending plastic that 
| adds strength and durability to the Card Guide. The glassy 
“Keyloid” surface may be wiped clean with a damp cloth. 


VERTICAL FILE GUIDES 


Browne-Morse File Guides are made of Wolverine grade or 
Quality grade Press-Board, in letter and legal sizes. They 
are pearl grey in color, neat in appearance and strong and 
durable. Sets are furnished in A to Z, or larger divisions, or 
unprinted in one hundred and one thousand lots. Browne- 
Morse File Guides are furnished printed or plain and with 
or without ‘Keyloiding.” Special process ‘Keyloid” so thor- 
oughly seals the tab edge that it prevents cracking or split- 
ting. It keeps a neat and clean-cut appearance in your file 


Browne Morse : 


Architects of Efficiency for America’s Office 
MUSKEG: 


MANUFACTURERS OF STEEL OFFICE 
EQUIPMENT AND FILING SUPPLIES 
FOR OVER 38 YEARS 
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THERES A B&P BLANK BOOK FOR EVERY BUSINESS 


All business needs blank books—and Boorum & Pease Blank Books are 
made for every size and kind of business, from the gigantic corporation to 
the little shop around the corner. 


When you require blank books, see the B&P line — the line famous 
for variety, high quality and sensible prices. 


B&P quality means such important features as these: 


]. Books open to a flat, convenient writing surface. 
2 Sturdy, durable covers in many grades—fabrihide, 


canvas, book cloth, etc. 


3, Rulings to fit every possible record-keeping 


requirement. 
4, A wide, all-inclusive variety of sizes. 
You're always pleased — and you're always right — when you use B&P 


Blank Books. for no matter what you need, there’s a B&P Blank Book 
to meet it! How about checking over your requirements? 
© sonies 


ORDER FROM YOUR BOORUM & PEASE STATIONER TODAY! 


GENERAL Orricrs: 84 Hudson Ave., Brooklyn 1, N. Y. 
Boston 10: 29 Otis St. * St. Louis 2: 115 So. 8th St. 
Chicago 7: 538 S. Wells St. 
New York City Salesroom: 349 Broadway, New York 13 
December, 1947 


Product 
FOR EVERY RECORD— 
A WAY TO KEEP IT 
OFFICE MANAGEMENT AND EQUIPMENT 27 


ot ba hom . x Bon i ee. ee ia & es Te we ee el ete ee ) ia Cg Moh ole ae pe? See ee ae 
aE = ss et i : q a “ Ny oo a as oi Cs aia i aa ie : ae = : ce ; oe 2 2% 
F bY 
ae 
- a s J os 
- = 
a A 7 
a oe ; 
gu \~ 5 
re ee 
2 eee “« ian 
~ ers ++. . r 
ye ‘ >. - we eda sag ri gece sess eT TIS Te els oo P 
pe! Roos 5 cs ess 5 0 2os fae 64 a= Fy Peet schonbeest Se d 
| ae ee Se ee SN ete we beegrteites rts 3. 
Fs re ete ee hese Baw ws et eo & +4 bx ew. ms, 
a eM seh ey eae , a ee ne 9 << Se a 
| Saee a ee oe LE "Tce em yee te pe bh 
fs — \ ON SS ie ast a: 
aa og 4 We tit by a ee ne “| Trees “1-3 , 
a Pe eee i Lit tie Lr ae ant" ¢ o-be bet io ie 
; 2% Bic ¥ eae iat ath 444 thrice —_ me ~ ‘ ba4= be es ae 
‘ ae ae i, -) : me leuse ban sh, S . eee io viet & yee * a 
B. ia phere ae = as Sette ta LP STE eae «eRe oe ae. 
> eit 3 a iS tees euins ee : “ToS ea: oot tsc 
aed P| a i 4 oss WE AR ERESSE Bete || ce Sos - Lie ite Aes 4 yt aoy ew y oa 
* ros ii : s j oh ass tier thee Bere \'o TLR As  weetiet i 
> = Ae = es a. Pent Te LAS hie 32 255.78 3° 
a | meres ag ae. ae dk Sae SER " uc\etccrs: \ yell Ree eta cot 
ie *e aaa , Pee Se yams SO ERS Be oy by S| Bette ume Tee we sate =a 
Gio wer | ie oe ee t- 4-H} Lik : See Steak en Bh err ee ee ia 
ol BR gi age ae oh ee : Mwatee cs Meee Peed o ‘i 
ee Eee a en gee aes arse Sins NS SS 9S Bw as y | 0. | a + Et) DUS esate : 
P| Zz = Rage ye. ; : ie : TST SoaRs f este 
eee ae 2 S35 = ; Bites: rin o£ Ay SUA: oc &O wa tw 
: : 5 : ae 1 Shi . th masts oe = 
— ES cies ee tei 4447 ae : t % ‘ae ees + 
as 2 a Rs fn ht +4 ah Sat Kec sae? 
en: je pee oe ae ; mnngenahag hn hme tt SEs . “Ast SEB Se a, 
. Se SS atx, ah! Sa a ee : ; *hiit vam woah WY Kk? 3 
je, * é eg : a tiett Pattee SS ee 
’ fore eee y = ee +4 +H t- t Se eee, ao 
\ = fe ae ‘ ogee ; oe bias ¢ 1 uaF | : aes e° + ous : 
ez ae i 4 St RGSS 
Bes > eed - j 4 ams Wh EPRE LOO we cee) tae : q 12739 
Be, eee 4 ' ‘ SS GR, oe $y 
i jieeore r i gee Be e344} er : 
, iy a ee t pe we Sa hb ye 4 \ tere 
4 7 e aa 2 = er } ' +} Heats ae 
is a Foie ie " ; 1 by tiie eoete 
3) 7 F i ie - t = om | at $5 oe Oe Tas . ote enaere 
> a i (ta ‘ ae wt VET} : ‘ es 6 ' 
Fa ae \ YT yA aes am “Ste: 
a4 my bi: Pe a gs j 4 , ; > i. 2 t< 
77 yo al ; \ Aik) ) ee : 
<i6 OE ee ee ; ' i t4h Vitis =°* 
ee on amet wee ae > sf 2 fe + $e4-3h oe he 
ead lh detente’ eee aa oe ; : +t rhs : -4 é 
Arete ewe . mo * a ener | om } on Si be +} > ‘ $2 
“2-7 opr ge a em } } 1 TF s¥t79 a 4 - a 
Penta et pore \ ae: a ; ' Lito sy ; WS to . 
pown < 88s ol 2 a . 4 Ms TT te We eae ees ’ , 
t,ee@ ere ¢ “ Be in ee pay Ve . 
—~ a stk r 2 — vehi. ht 
eat et tae, , . 5 — RE Lh eee ’ 
tek a seewe st ar. , j : 
oa Ua Us a as Sete e ed ; 
iawn ~~ * dedi aLeh atest crae teal oe & er 
- \ é thee Adel I i Se ee a 2 ee ern *eteon s 
tart peareal a een Cem i 
se cee 
Ss setts 
BEBE $y! 
eeacwee” 
= IBB pects : 
‘ee 1 <a 
-~_ 
: ‘BOB'S ei 
aed . 
ee | 
ee 
ee 
, ‘ 
ee 
a 
Fa 
he z o. . oe eh ve te pt an Ss MN. he — eS a ea i eo i. ae ¥ ine 
tie Bre ; aa “oo pot hy 4 tee oe See: ieee ee os _— cae oa ae a ‘ Se 
ei ee he fa —— Rg eRe Re Ss a £E Sar me tha : ee 9 ee = 15 — 


= ee 


Pes ut 


MON G OL for fast writing, the preferred pencil of business men every- 


where. More buyers specify MONGOL every year — office workers like its smooth- 
gliding Complastic lead and always-clean eraser — office managers like the way it 
saves frequent trips to the sharpener. Standardize on MONGOL! 


} 
| 
j TRADE MARKS REG. U. S. PAT. OFF. 


cA OTRentr «te PIN & wrRiwtinsG MATERIAL S since 1849 
28 OFFICE MANAGEMENT AND EQUIPMENT December, 1947 


— ose), i ae . ee a eee ae ae mo a. ra Gee. ae a. Pe fee 6 ee ee bk i ee 
: % 3 ¥ r 4 
+2. et 
Pe x rm ; ° 
Be ks : 
7 oe Se ‘ie 
ja ag : ' ae a oa Ae POR 
a — 
— a : ? bc 
rea é 1 3 
) ee ' hee 
i 3 be. 
a t | ae 
_ =e oo 
— | : _ : ¥ oe — 
ce % < ma ree Po ee 
Be, | . bs FoR B ay i 
. , | Vea ~A | 2a cae ey, Reais 
oe | ee . 4 > Ee i et 7 mea ae 
a i m Be the EE ee 
ee _ ‘ 7 Pe eee i J — . - 
- _ ——-— 
a | = q ee 
| ‘al =) ie a i. as 
ms ae a a < = em a 
¥ ae : <= , eo ee ae. 
4 . : eres | — 
ae ; Re ee Rs eg se ah. A ace a a 5 
. | a eo oo. ae oe 
" 'g ‘ | jo x 3 see ij Pad: - al 
: ‘a : oe — it a: xier* te = . be 
. a | ie aoe ie b | 4 a “ i. 
_ S.. ) . 8 
a a ct > Ao nn es 
ate A — a oa oa 
- a. Bar as 
4 iy } , 
2- arg O 
a va } D> 
3 a. I 
ae i ] 
: + { 
4 ae. 
a mo 
leh ‘ 
ee 
i 
ea Po 
— 
:. ; 
oe ; :, f 
& ce Se / 
aa 
boca. 
ae ‘ et 
— 
+ | | 
Bee 2 ay: a ' 
a a . oS 3 
«2a - 
ae : 2 
ad 4 : 
— 
Cee es) a i ; oe a eo eee 
: -_— . ae Bs see et : oe Saree <. ea Ci. ieee, care i) Ree ee 
a a a ee ene ; Se eee ee 


49 
1947 


DECEMBER, 1947 


Volume 8 No. 12 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONN 


In this issue 


What Machine Shall I Buy?........ 31 
By Raymond Hunt 
Office Work Simplification........ 33 


By Jerome Barnum 
Effective Space Utilization......... 38 


Cost Factors in Records Department. . 41 
By Harry W. Ketchum 


Typewriter for the One-Handed. ... . 43 

AMA Office Management Conference 44 

A Survey of Employee Attitudes. ... 45 
By Claude V. McBroom 

New Things in the News........-.- 47-54 

What's Available Now?............ 55 


Member of Audit 
Bureau of Circulations. 
Member of 
Associated Business Papers. 


ANDREW GEYER, INC. 
260 Fifth Avenue, New York 1 


Lexington 2-1121 
Established 1877 


M. A. Geyer, President; Donald MeAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Mid-West Manager; William de R. Taaffe, 
Raffecla Pastore, Heskett K. Darby, Associate 
Editors. 


Advertising Staff, New York: Fred Steinhilber, 
William H. Hasbrouck, Jr., Charles B. Rosengren, 
James E. Neary, Jr., Bernard E. Neary, Hal Moore. 
Circulation: M. T. Weeks, M . Producti 
Department: James V. Quirk, Manager; Milton 
Sharon. Art Director: Joseph Hochfeld. 


Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 9677), Meade & Co., E. P. Meade, Megr., 
A. C. Kretschmar; Chicago 1, 228 North LaSalle 
St., Room 1101 (State 2912), John M. Smythe, 
Tom Bulger, Thomas R. Brady; Los Angeles 14, 857 
S. San Pedro (Trinity 2321), Josephine L. 
Fisher; San Francisco 5, 593 Market St., (Sutter 
1-7540), Alexander Rattray; St. Louis 1, 411 North 
10th St., (Chestnut 1965), James R. Wright. 


Subscription: $2 a year in United States and its 
Pessessions, Mexico, Cuba, and Canada. Other 
countries, $3 a year. Single copies 25 cents. Copy- 
eight 1947 by Andrew Geyer, Inc., all rights re- 
served. Also publishers of Geyer’s Topics, Who 
Makes It and Where, The Gift & Art Buyer, and 
Sperts Age. 


OFFICE MANAGEMENT 


and EQUIPMENT 


By Ewing Galloway, N. Y. 


He Gets In! 


% ONE SALESMAN who rarely has any trouble in getti 
through office barriers is the salesman for the stationery a 
office equipment dealer, who serves as contact between t 
office and the local source of the essentials for office work. 

A good dealer in this line is always prodding his men to 
more than routine order takers. He wants them to aid in 
practical way in solving the problems office executives ha 
to meet. 

Owner of a business the success of which is tied in direct 
with the advance of office efficiency, he is a keen student 
that subject. From the manufacturers whose products 
carries he is constantly receiving information on innovatior 
improvements, and new applications. He is always learni 
of new methods and short cuts of one sort or another put ir 
use in the local offices which buy from him and in many i 
stances he plays a big part in inaugurating or working o 
these ideas. 

Through his business papers and his trade associations 
keeps up with what other dealers like himself through t 
country are doing to make themselves more valuable to tha 
customers. His connections with the manufacturers ma 
it easy for him to draw on their fund of experience in solvit 
office problems, if his own does not meet a particular situati 

Closely associated from the beginning in the developme 
of the American office, he wants the office to see him as so 
thing more than just a merchant selling goods; he has help 
always in the spreading of useful ideas. 
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ou can design 


your oun Offtce Layout with these 
sleel-Age COUNTER HEIGHT UNITS 


mee, | 
THESE STOCK UNITS CAN BE COMBINED 
IN COUNTLESS VARIATIONS 
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_ En planning any department where counter space, appearing counter on one side and super-efficient a 
| storage space and files must be combined in a files, cabinets, storage space and desks from the L 
| neat, efficient arrangement, these stock, counter other. de 
height units will really shine. You can arrange Sample units shown in photograph above consist ic 

| them in any sequence you like—across the end of a three-drawer file, six-drawer card file, a nar- 
of a room, down the side, or in a self-enclosing row knee-space unit with one locking drawer and “ 
rectangle or square. Every piece locks together a double-hinged door cupboard with two plain ce 
perfectly and when they are all assembled, a con- shelves. Countless other arrangements are possi- p 
tinuous gray corroleum top and an attractive ble by combining stock units shown in sketch r 
paneled back are added. Presto! it is a neat above. Drop us a line for complete details. a 
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Answering 
the Question 


WHAT 
MACHINE 
SHALL | BUY? 


By Raymond Hunt 


Senior Methods Analyst 
Prudential Insurance Co. of America 


Newark, N. J. 


% ONE of the more perplexing of the current 
problems confronting office management is that 
of selecting the machines to be used in new sys- 
tems or to replace those which are worn out or 
obsolete. 

It is generally recognized that one of the most 
effective ways to offset increased salary costs is 
to install machines which will permit the indi- 
vidual employee to produce more work with the 
same or less effort. Like most principles, how- 
ever, it is easier stated than accomplished. De- 
termining what portions of the work can be mech- 
anized to advantage, and what machines should 
be purchased, presents a real problem. 


The manufacturers of office machines have done 
a truly magnificent job in the past two decades. 
Literally hundreds of special features have been 
developed to facilitate the handling of particular 
jobs. However, not all manufacturers offer the 
same features, for practically every company lists 
certain exclusive features for its machines. The 
problem is further complicated by the fact that 
most of the major manufacturers produce such 
a variety of different models that it is sometimes 
difficult to determine which models of different 
make are comparable. For example, there are 
over 60 different models of typewriters and over 
300 different models of adding machines offered 
by the various manufacturers. 


_Another aspect of the problem of selecting the 
right machine is that of determining what work 
is currently being done, what machine operations 
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Illustration by Prudential Art Department. 


are involved, and whether manual operations can 
be reduced through installation of new machines. 
Basically, the requirements for selecting the right 
machine for the job consist of : 


1. A knowledge of what machines are avail- 
able and what type of operations they can per- 
form. 

2. A thorough understanding of the job in 
question. 


Of the two requirements, acquiring detailed in- 
formation as to what machines are available and 
what their particular features are requires the 
greatest amount of research. And, because of the 
many factors to be considered, it is almost im- 
perative that they be reduced to paper in the form 
of a check list. Not only does a check list focus 
attention on the items to be considered, but it also 
provides a convenient form of reference for fu- 
ture use. 

In the case of adding machines, to illustrate the 
type of questions which should be included on the 
list, the following items might well be included 
and the various makes of machines under consid- 
eration checked against them: 


1. Is direct subtraction included on all stand- 
ard models? 

2. Are control keys located properly for ease 
and speed of operation? 

3. Can dates and symbols be included? 

4. Can the keyboard be split for listing 
amounts and identification numbers simultane- 
ously? 

(Turn to next page) 
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5. Are multiple register machines available? 

6. Is true credit balance included on standard 
models? 

7. How much energy is required to bottom 
a key? 

8. Is the printing line visible from the normal 
operating position? 

9. Is 10-key or full keyboard offered? 

10. Is spacing stroke necessary before totals 
can be taken? 

11. What is the digit capacity of the various 
models? 

12. Is totaling capacity greater than listing ca- 
pacity? 

13. Is maintenance service immediately avail- 
able? 

Ba What size and types of carriages are avail- 
able? 

15. What types of platens are available? (De- 
gree of hardness, split platens, etc.) ? 

16. What kind of printing action is used? (The 
kind of printing action has a bearing on the de- 
gree of legibility secured on carbon copies). 

17. Can new tapes be easily inserted? 

18. What is the size and weight of the machine? 

19. Does cover provide adequate protection 
from dust and accidental dropping of foreign ob- 
jects, e.g., paper clips, into mechanism? 

20. Net cost? 


Possible applications 
With the basic features of each of the par- 
ticular makes of adding machines in mind, it is 
then possible to make a study of the possible ap- 
plications where these features can be used to 


Proper selection of machine is a vital factor in attaining office efficiency. In statistical 
section of stenographic department, Shell Oil Co., New York. 
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advantage. Here again a check list similar to 
the following can be used effectively. 


1. Should a manual or electric machine be fur. 
nished? If the machine can be centrally located 
for use by several employees, or if it is to be as. 
signed for the use of a specific person on a job 
involving considerable adding, an electric ma. 
chine is preferable. However, if the machine is 
to be moved from desk to desk, a manual machine 
is to be preferred because of its lighter weight 
and because no time is wasted in connecting the 
machine cord to the outlet. 

2. What digit capacity is required? Obviously 
there is no point in furnishing a 12-bank machine 
if a 7- or 8-bank machine will fill the require. 
ments. 

3. What type and size of carriage is required? 
One good source of potential savings is the print- 
ing of totals directly on a form instead of running 
off a tape and then posting the amounts manually 
to another record. 

4. Can a split platen be used to advantage? A 
wide, shuttle-carriage machine with a split platen 
can often be used to combine several operations. 
In such machines a tape and a form are held ‘in 
the carriage simultaneously. The listing of the 
items is then made on the tape in the conventional 
manner. (The split platen permits the tape to be 
advanced independently of the form, and, after 
striking the total or sub-total on the tape, the car. 
riage is tabulated to bring the form into printing 
position and the total printed on the form.) 

5. Should a multiple register machine be used? 
If it is decided a multiple register machine is 

(Turn to page 66) 
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Laboratory test of an improved method of collating advertising material. John Cher- 
pow, executive assistant to the vice-president, Hoffman-LaRoche, Inc., demonstrates 
at New York University how one operator is able to do the work previously performed 
by four. Note both hands working simultaneously, all activity in normal work area, 
drop deliveries, and operator in comfortable working position. 


OFFICE WORK SIMPLIFICATION 


By Jerome Barnum 
Technical Training Advisor, Bigelow-Sanford Carpet Co., New York 


* DO YOU WANT to see your name in the head- 
lines? ; 

A simple way to do it would be to take a sack- 
full of dollar bills, say about $500 for each em- 
ployee in your organization, and stand at your 
office window throwing the money down into the 
street below. If you have two hundred employees 
you will have $100,000 to discard and this should 
be enough to rate a page one story in every paper 
intown. True, it could be rather expensive. And 
right again, if you say your friends would call a 
psychiatrist. But, let’s pause for a moment, and 
see if any of us are performing the equivalent of 
that rash act without realizing it and without so 
much as a line of notice in the daily press or a 
lifted eyebrow from a psychoanalyst. 

Let’s start out with a small office with only one 
employee. Perhaps the clerical procedures are 
Inefficient, but it doesn’t seem to make too much 
difference. But even in this case waste motion 
and non-essential work are job enemies because 
the clerk is burning up energy—throwing it out 
the window—on work that doesn’t count. But 
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let’s say the office staff grows and the inefficiencies 
remain. Now we begin to assign several clerks 
to each function or procedure. Now we are over- 
staffing in order to perform the useless motions. 
Clerical manhours are expensive these days. And 
if we “spend” 20 or 30 percent more manhours 
than a job should cost, we are throwing dollars 
out the window. Not a cent of it comes back! 
It is lost for good! 


How can we be sure that we are not throwing 
money out the window? How can we determine 
whether we fall in that average group of office 
managers who waste an estimated $500 per year 
per employee? And what can we do about it? 

A short time ago, a busy executive sat in his 
New York office fuming and sputtering about 
thes “lazy, don’t-give-a-damn, post-war em- 
ployees.” 

Here he was waiting for some important photo- 
static copies which were promised hours ago. 


“Do you really—down deep—believe that your 
present crop of office employees are basically any 
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LEFT: Laboratory test of old method of collating advertising material reveals inefficiencies. 


Wink counter (centered on tables) reveal 


exact time of each work element. RIGHT: Engineers study improved method. Wink counter gives readings of each element to one two. 
thousandth of a minute. 


different than the ones you had last year or ten 
years ago?” he was asked. 

“Think it! I’m positive of it. This bunch 
doesn’t seem to care if a thing is done right or 
not. Take these photostats. .. .” 

“Agreed. Let’s take the photostats!” his friend 
said. “Let’s find out why you don’t have them 
when they were promised. Let’s get to the bot- 
tom of it. Let’s see if management shares the 
blame.” 

First they checked with the receptionist on the 
executive office floor. Yes, she knew about the 
photostats. It seems that they came in to the 
receptionists on the various floors by messenger. 

“And where are they?” demanded the boss. 

“Well, I have to call for a messenger and have 
them sent down to the basement,” she explained. 
Sensitive to the question already forming in his 
mind, she quickly added “but I don’t know why. 
We've always done it that way.” 

The boys in the basement receiving room ex- 
plained that they maintained a register of in- 
coming photostats. After they got through with 
them, they called a messenger and had them sent 
back to the receptionist, who then carried them 
in to the person for whom they were intended. 


Check-up 


By now the boss had gotten into a thoughtful 
mood. But still he hammered away at the qual- 
ity of the clerks. 

“At least they don’t have to keep them on the 
desk downstairs on an average of two or three 
hours awaiting processing under the silly proce- 
dure that I admit we set up.” 

The next day he changed his tune. He said he 
had checked other procedures and found them 


just as wasteful. He wanted to do something 
about it. His last statement completely reversed 
his old position. 

“You know, after I left you yesterday, I went 
back and checked the ‘in’ basket on my own desk. 
Several forms and routine matters had been there 
for days; guess I am as bad as or maybe worse 
than the clerk downstairs who held the photo- 
stats for a couple of hours. If management 


e Jerome Barnum, writer of this article, is an in- 
dustrial engineer, now doing management studies 
and training for Bigelow-Sanford Carpet Co., as 
Technical Training Advisor. He is also on the 
staff of the New York University Management 
Round Table. Previously Mr. Barnum worked in 
the industrial engineering field, usually as a con- 
sultant, for about ten years. His assignments in- 
cluded a one year study in the Far East just before 
the war, many surveys in Latin America, conver- 
sion of Pitney-Bowes manufacturing to an assembly 
line, and work simplification and work simplification 
training programs for the War Department. 

He received his training at Yale, the Univer- 
sity of Cincinnati and New York University. 
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shares the responsibility for inefficiency, what can 
we do about it?” 

That was the $64 question, and it couldn’t be 
answered in one word or one sentence. It in- 
volves a broad program of work simplification 
and management development. Perhaps it could 
be summed up in the letters A.I.M. for Analysis, 
Improvement, Management! 

Before real results can be obtained, it is neces- 
sary to conduct a systematic analysis of existing 
problems and procedures. Then improvements 
can be made which will eliminate non-essential 
efforts and waste motion. Finally, effective man- 


December, 1947 


ines ae ee. + Bae t eo a TG ae : ae). 8 ge bo) A RM ope aoa a x zh 
- = i - ‘ ar cd 
“iia : 
— | 
a: : | 
ae: 
a me Se 2 " 
a iva | g § os <*, pe %s y | id : , q . 
FE |  e a d y i 
f : f eS 4 ‘ 
ks ~ ensatiiideeeamieaaa “ fi 3 ee . ro ’ F 
of o ee ise : Mi, ‘ % ‘4 et 
E: ‘ ; : a 2 i a a See y) - , 
® ie : pile * thes 
ss re : i Be Lap UU * ee 
i i" oie - oe ; ; P . pase i pA f \ bie | 
eee Be a ». 3 ; wee an a ~/ . me 5 ‘ | 
oS j Fr es eee a , ee : 
ee: A ne i@ a 5 
. aa “ | : ah ie a tat on a \ ; : 
a ‘ Se ; -  * ee de ¥ x 
be ‘= ¢ @, | - ae & ng é“ a see ec oie, : Ne ; 
a ; r * 4 ‘i : oS - re io 
en a > ce a < es wy ea citi gor 7 . 
PMs Le aie. sm ¥- a c f: i . ae a ae pe / as 
_ aie late a Pies _ ‘ c Bh. aia a - er - 
i ar: il — on a : ‘ won ‘a ee a i sree ; 
- = oi. ‘ ee era St . 
- a is i. : ec.) ae ong ee 
i: Je : 7 he e+ See arr wid ies > eal es Sate Pee 
— j 
a es | 
ie Chait 
a a ER 
+ F 7 a } 
: 7 a i 
: ae age 
a of | 
— | 
a” : ope 
2 i : 
os to | 
. ae the 
i ho 
ae 
Pa Re . 
* : aa Fig. 
ve a : Fig. 
- ana’ 
we 
| 
ae 
ee 
a a 
- ne % 
aa 
a 
Se a 
an 4 +a 
* : a 
ae _ 
a4 
“Ss 
in ay 
Fs ee 
—- 
sh a 
a ; 7 BA 
- = 
a ~~ 
ae BA oe 
= . 
s 2 ae | 
re 
eos . 
‘ a ew 
Bey ae a ii. ae ee AR a ee one ee, tae = c 
i. a eg: |e eae a hes ie a oe. ee Cee, ae 
. eee : a Sore he eee, ae i Soe 


LEFT: Laboratory test of motion economy principles for office and shop work by Earl S. Lathrop, staff industrial engineer, American 
Chain & Cable, (demonstrating operation); Walter Armington, assistant to the vice-president, Union Bag & Paper Co.; and Jack Dunn, 
of Crocker Wheeler. RIGHT: Motion economy doubled productivity without making operator work any harder. 


agement must be applied to take full advantage 
of the streamlined methods of operation. 

When office supervisors are busy with normal 
operating duties they seldom seem to find time 
to improve the work they are supervising. When 
the time is available they may not know exactly 
how to go about it. 


Fig. | (top) Flow process chart on photostat receiving procedure. 
Fig. 2 (bottom) Flow process chart on same procedure after 
analysis. 
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But if these same supervisors are instructed 
in the basic techniques of work analysis and 
brought into a lively program of work simplifica- 
tion and management some astounding things be- 
gin to happen. Process improvement begins to 
be fun! 

No one likes to do a job that doesn’t count. 
It is human nature to want recognition—but not 
many of us want the kind of recognition that 
comes to the man who throws money out the 
window! 

We don’t want to perform meaningless jobs. 
We want to do work that counts! And almost all 
of us have enough common sense to realize that 
our chances of getting ahead are greater when 
we are producing more. 

Many enlightened managements are installing 
carefully planned programs for improving their 
management methods. One of the most produc- 
tive types of management personnel development 
can be found in a vigorous program of work 
simplification. 

A work simplification program for office super- 
visors is neither expensive nor complicated to in- 
stall. In most cases it should be limited to the 
use of a few simple tools of work analysis which 
can be put over in less than ten hours of formal 
instruction, spread out over several weeks or 
even months. 

A simplified form of the flow process chart, a 
common tool employed by industrial engineers 
and management consultants, can be explained in 
about two hours. Two hours spent on training 
supervisors”in.the use of this technique will usu- 
ally result in the elimiration of hundreds of hours 
of non-essential work. 


(Turn to next page) 
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For example, suppose the supervisor had pre- 
pared a flow process chart on the procedure for 
receiving photostats just mentioned. Figure 1, 
on pg. 35, illustrates how it would look before the 
analysis. Figure 2 is a flow process chart on the 
same procedure after the study. 

Note that 1,100 feet in unnecessary transporta- 
tion was eliminated, 5 useless operations and 3 
“storages” were cut out, and about 15 minutes of 
clerical time, not to mention at least another 15 
minutes of messenger time. These savings may 
seem small, but even at the rate of two batches of 
photostats a day the study produces a saving of 
about $125 per year. Little items of this type 
add up to major considerations on the balance 
sheet. 


Senseless waste 

Consider, if you will, the non-essential work 
that had been performed by this firm every time 
photostats had been received—the useless trips of 
messengers to and from the receiving room, the 
unnecessary phone calls, the time needlessly lost 
while the prints gathered dust on desks they 
should never have seen. And why? All because 
no one had analyzed the problem and thought of 
placing: a register sheet at the reception desk! 
Will anyone question the fact that such wastes, 
which are common in all offices where work 
simplification is not being applied, are any less 
senseless than the act of throwing money out 
the window? 

The flow process chart used in conjunction with 
other work simplification techniques such as work 


Albert Leedmon, methods supervisor at Standard Pressed Steel Co., demon- 
strating that same principles apply to machine shop and office operations. 


: OFFICE MANAGEMENT AND EQUIPMENT 


distribution charts and right and left hand chart 
provide the office supervisor with the means ¢ 
analyzing and improving the work performe 
under his control. 

We said that the letters A.I.M. might describ 
the type of program which is needed. Analysis 
and Improvement account for the first two letters, 
The M is for Management, without which no ip. 
proved method will work. Conference type dis. 
cussions will enable the supervisors to get to 
gether for their mutual development. The ip. 
itial work simplification sessions provide the ig. 
nition for this management dynamo. Discussion 
sessions will bring out the supervisor’s latent 
talents and help him to develop into a more effee. 
tive member of the management team. Schedules 
should be prepared in advance to stimulate think. 
ing on such matters as human relations, relation. 
ship of productivity to income, basic economics, |- 
industrial psychology, supervisory techniques, 
efficiency, and related matters. 


Tangible pay-off 

Work simplification is one type of training that 
can hardly fail to pay off in terms of tangible, 
measurable results. It is well to provide for meas. 
uring training results before embarking on any 
program. (If your trainer tells you the results 
cannot be measured, it may be well to hold up 
the program until he can find a way of measuring 
them. Too often results cannot be measured be 
cause there are no results). 

Work simplification will help you to streamline 


(Turn to page 68) 
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% IN THESE days when office space is hard to 
come by, the architect often has a special prob. 
lem in fitting the activities of an organization 
into comparatively limited quarters. 

Such a problem has been solved in the offices 
pictured here, designed by Thomas Greer Coles, 
architect. 

The space leased by William Sloane Associates, 
Inc., a new publishing company at 119 West 57th 
St., New York, was one of the few available loft. 
type spaces of approximately 3600 square feet. 

Into this small area, the staff of thirty, consist. 
ing of officers, editors, managers and general 
office workers, had to be fitted. 
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TOP: Main Corridor. Walls French gray 
and dusty terra cotta. Ceiling putty gray. 
Floor dark brown rubber tile. Corridor 
being 60 feet long, it was decided to splay 
the wall surface , using two different colors 
(putty gray and terra cotta) with cross 
corridor at end in dark blue green. Cove 
lighting on one wall only leads directly to 
conference room. 


CENTER: Plan of offices. 


BOTTOM: Reception Room. Walnut panel 
ing. Dark blue-green on plaster walls. Putty 
gray ceiling. Carpeting in cedar color. 
Recessed display case for latest books. 
Cove lighting on two walls only. 
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TOP: General Office. Walls 
French gray and pale yellow. 
Ceiling putty gray. Floor dark 


‘d to brown rubber tile. Venetian 

blinds eliminate view of ugly 
rob- courtyard. Office manager's of- 
ition fice in background separated by 


glass partition. 


lices BOTTOM: Conference Room. Ac- 
Oles, tually two offices occupied by 
president and head of publicity, 
with partition (made by Modern- 


ites, fold Door Co.) which folds back 
7th for large conferences and recep- 
4 tions. Walls paneled in walnut 
loft- plywood. Book shelves and cab- 
7 inets on splayed walls at either 
end. Special conference tables 
sist- designed by architects to form 
eral one large table for staff confer- 


ences. Ceiling putty gray. Car- 
peting cedar color. Cove light- 
ing over windows which cover 
entire side wall. 


The firm requested a plan and treatment which use of materials and color. Government restric 
in such a small area would create a spacious, tions controlled the materials used. 
comfortable, and uncrowded atmosphere. Dig- Top officers and editors required offices whic’ 
nity and restraint were essential, with careful gave them maximum privacy and quiet for inter 
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ews, editing, and conferences required in the 
purse of their work. 

! Thomas Greer Coles, A.I.A., who designed 
fiese offices, is a newcomer in the commercial 
feld, his chief specialty being city and country 
fouse design. A few years ago he was architect 
(br the remodeling of a country house for the 
jresident of the publishing firm and subsequently 
j‘as architect for another house for him. It was 
ln the merits of this architectural work that 
‘Jilliam Sloane Associates, Inc. commissioned 
‘im to design their new offices. 

| With reading consuming the greater part of 
\1e work day, good lighting was of primary con- 
ideration. This was accomplished by recessed 
uorescent panel lighting in the ceiling. Lamps 
re concealed effectively by translucent panels 
|| £ plastic. 

| The offices of the president and the head of 
| ublicity were finally arranged so that by sliding 
ack a folding partition, one large room was cre- 
jted for conferences and receptions whenever 
/equired. 

| Small private offices were equipped with built- 
'1 furniture consisting of a closet, book shelves, 
abinets, and writing desks, with built-in light- 
1g. 


For noise reduction 


All ceilings are treated with natural gray 
coustic plaster. Floors of dark brown rubber 
‘ile help considerably in keeping noise down to 
' minimum. 

_ All paneling and built-in furniture and special 
»ortable pieces of furniture designed by the archi- 
‘ect, are of walnut or birch. 

| In selecting color, careful consideration was 
‘iven to wall surfaces to eliminate any possible 
aonotony. All paneling and cabinets are finished 
n dark walnut rubbed to a dull sheen. Walls are 
varm French gray, dark blue-green, gray-green, 
lusty terra cotta, and pale yellow. 

To insure satisfactory heating and cooling re- 
lults, especially in the small windowless offices, 
[. complete air conditioning system for both win- 
er and summer was installed. 


Deiling: Acoustic plaster. 


Walls: Plaster or walnut plywood paneling. 
(U. S. Plywood). 


w™ American Tile & Rubber Company rubber 
; tile. 


i5pecial glass panels: Fluted design. Mississippi 
4 Glass Co. 


3uilt-in and special portable furniture: Walnut 
and birch. Designed by architect. 


flush recessed fluorescent panels: Edward Cald- 
well Co. 


Recessed spot lights: General Lighting Co. 
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Our Cover Picture 
% NOT EVERY OFFICE which sets out to dress 
itself up a bit for Christmas-tide succeeds as well 
in achieving the requisite decorative touch as the 
office of Universal Atlas Cement Co. in New York 
did in the reception room mural shown on the 


Timely office mural 


cover of OFFICE MANAGEMENT AND EQUIPMENT 
this month. 

Last holiday season visitors to this office were 
greeted by a 3-foot mural decoration on the re- 
ception room wall featuring an attractive holiday 
greeting card built up of United States postage 
stamps and Christmas Seals. 

The mural, designed by Guy Hodges, was a 
colorful composition framed within a big circle. 
One-cent stamps provided the green of the holly 
leaves. The berries were made of two-cent 
stamps, and the two stamps in the corner of the 
greeting card itself were built up of one-cent and 
two-cent stamps. 

An effective feature was the creation of the 
“shadow” of the Christmas card on the wall 
through the use of a mass of Christmas Seals. 
A worthy cause was thus given effective publicity 
at an appropriate season. U 

Our cover picture shows Miss Marie Keegan’ 
and Miss Audrey Wood, receptionists at the Uni-. 
versal Atlas Cement Co. office, placing the un- 
usual greeting on the wall, where it remained 
throughout the holiday weeks, adding a striking. 
note of festive color to the environment. 

This year will mark the forty-first annual sale 
of Christmas Seals, which in New York is spon- 
sored by the New York Tuberculosis and Health 
Association, Inc., 386 Fourth Ave. It may be 
that this year other offices throughout the country 
will be inspired by the example of the Universal 
Atlas Cement Co. to give some out-of-the-ordinary 
publicity to these seals used now for so many 
years to dress up Christmas mail and Christmas 
packages. 
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COST FACTORS 


In the Records Department 


By Harry W. 


Chief, Distribution Cost Section, Marketing Division, Office of Domestic Commerce, U. S. Department of Commerce 4 


* I AM neither a record expert nor an archival 
specialist, although I have had an opportunity to 
work with a number of persons in this profession 
and have the highest regard for its contributions 
to effective administration. 

During my years in university administration 
I soon learned that the office of registrar (one 
of the most important record departments in a 
university) performed an indispensable function, 
the efficiency of which determined to no small 
degree the successful development and growth 
of the entire institution. It was during this period 
that I became interested in the cost factors asso- 
ciated with record keeping. As an administrative 
officer who was dependent upon records, a budget 
officer who was responsible for appropriations, 
and a teacher of accounting with special interest 
in cost analysis, I had an unusual opportunity to 
view this question from a number of points of 
view. 

There has probably never been an introductory 
course in accounting in which the instructor has 
not at some point early in the course challenged 
his students with a profound observation that 
“all records the value of which exceeds the cost 
should be maintained, and all records the cost 


Address for Filing Association of New York at recent 
National Business Show Office Week Forums. 
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of which exceeds the value should be eliminated 
Certainly this general maxim is as applicable : '} 
all of the fields of record administration as : 
accounting. But it remains a generality whic” 
must be implemented. Both the value and tl ‘ 
cost of records must be measured before the ™ 
relationship can be determined. Both measur 
ments involve a complexity of evaluation ar 
analysis that will continue to require the attentic | 
of executives, record supervisors, and accountan | 
so long as records continue to be the indispensab ' 
reference tool of the administrator and the pr } 
mary vehicle of operations. 


My discussion here is limited to the cost facto: 
in the record department. Before considering th 
subject, however, I would like to pay tribute - 
the end product. Successful operations requi: tf . 
effective management. Effective management i |] 
volves planning, execution, supervision, and eve }) 
uation, each of which is dependent to a large e 
tent upon a sound system of records. Both a 
ministrative decisions and operating results mu | 
be recorded in a manner which will provide tt 
information necessary to continue operations ar jj 
make further decisions. Adequacy of inform ' 
tion, without redundancy; accuracy of inform | 
tion, free from unnecessary detail; and time. | 
ness of information, without excessive costs- 
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iis is the role of records. A tool of such vast im- 
ortance to administration must receive atten- 
on commensurate with its usefulness. 

In turning our attention to the cost factors 
1 record-keeping, it is significant to note that 
ere is very little data available which deals spe- 
fically with this question. I believe that this 
‘garth of information is indicative of the fact 
zat cost analysis in record administration has 
xceived far less attention than its importance 
jerits. 

A recent book, Records Management and 
iling Operations, by Margaret K. Odell and Ear! 
. Strong, (McGraw-Hill, New York, 1947) lists 
even items which enter into the cost of records 
3 follows: (1) Planning, (2) Clerical Labor, 
3) Supervision, (4) Office Machinery and Fur- 
iture, (5) Supplies (paper, cards, loose-leaf sys- 
?ms, and forms), (6) Floor Space, including 
vecessary aisles, and (7) Administrative Over- 
ead, (including light, heat, power, rent, repairs, 
ostage, telephone and telegraph). Perhaps this 
st can be condensed into three major classifica- 
fons to facilitate discussion. First, Personnel, 
‘cluding planning, supervision, and clerical la- 
sor; second, Physical Facilities, including equip- 
jvent and supplies; and third, Overhead, including 
joace and other occupancy charges. 
Personnel costs in a record department should 
je evaluated in terms of the quality of service 
ather than the aggregate payroll charge. Effec- 
ive planning and supervision require the skill 
f a trained record expert or archivist. The lack 
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of adequate talent in this responsible post is in- 
deed a gross example of false economy. Dollars 
spent in providing the most expert service avail- 
able will pay off in efficient operations, elimina- 
tion of waste, and excellence of the service. In 
my opinion this constitutes one of the most im- 
portant cost factors in the operation of a record 
department, since the efficiency and effectiveness 
of such an office can never exceed the capacity of 
the person in charge. 

In the same manner, but to a lesser degree the 
quality of clerical labor constitutes both a limiting 
factor and a potentiality. The importance of care- 
ful control over clerical labor is well illustrated 
by the fact that one cost analysis revealed that 
for the record department under consideration 
over 50 percent of the total expense represented 
the cost of clerical labor. Production standards 
for both filing and finding records have been de- 
veloped by a number of progressive record de- 
partments and are used to evaluate the efficiency 
of clerical labor. An excellent discussion of pro- 
duction standards including cost analysis by a 
number of well-managed record departments is 
included in Records Management and Filing Op- 
erations. 

A good illustration of the magnitude of rec- 
ords, and the related problem of reference in con- 
nection with large scale filing systems may be 
found in the experience of the Bureau of the Cen- 
sus. The Census Bureau is called upon to furnish 
thousands of people every month with informa- 
tion as to their age and citizenship, when birth 
certificates cannot be found. Two methods of 
search are employed (1) searching the original 
records written by the enumerators (or micro- 
film copies of them) and (2) searching the Sound- 
ex, which is employed for the census of 1920, 
1900, and 1880. The latter method represents a 
good example of a filing technique which has re- 
duced the time required to locate a record to about 
one-half of that required by the first method. 

The Soundex file is one of the largest card files 
in the world. It contains over 100 million cards, 
weighing over 860 tons, occupies 21,000 square 
feet of floor space, and contains one and one-half 
miles of file cabinets. It would require one file 
drawer 21 miles long to hold the entire file. The 
individual cards laid end to end would reach 
from Washington, D. C. to Brisbane, Australia 
(9,452 miles). I think you will all agree that this 
is a large file. However, under the Soundex sys- 
tem, in cases where complete and accurate infor- 
mation was originally obtained, it requires as little 
as 15 seconds to locate the one card desired from 
the 100 million indexed. Of course in many cases 
where the original data obtained in the enumera- 
tion is inaccurate or incomplete, or when the 
applicant cannot remember his place of residence, 

(Turn to page 80) 
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TYPEWRITER 
FOR THE 
ONE-HANDED 


% MANY disabled veterans, unable to use both 
hands in typing, are expected to benefit from the 
introduction of a one-handed electric typewriter. 

The first such typewriter, manufactured by the 
International Business Machines Corp. for the 
Veterans Administration rehabilitation program, 
has been delivered to a 34-year-old Washington, 
D. C. law student whose entire left side was par- 


Albin Ulrickson, Gl student who lost left arm in battle, tries o 
new machine. } 


regional office in Washington. He told VA tha 
with sufficient practice, he thought he could d 
velop the speed of an average two-handed typis 
The right half of the keyboard contains lette 
keys, with those most frequently used placed f«¢ 
the right index finger. The left half contair 
numbers, symbols, and punctuation marks. 
Position of the keys will be reversed for ve 
erans with only the use of their left hand. 


alyzed by an enemy bullet in Germany. 

The student, Albin Ulrickson, in his second 
year of the evening law course at Georgetown 
University, tried out the new machine at the VA 


The machine has two bars, in place of the no \! 
mal typewriter’s one long space bar. One of th) 


(Turn to page 78) 
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; THE ANNUAL conference of the Office Man- 

ement Division of the American Management 
ssociation took place at the Hotel Commodore 

yctober 21st and 22nd, with approximately 600 
MA members turning out to hear thirteen speak- 
*s diagnose and prescribe for office manage- 
,ent’s problems. 

} Introduced by Dr. Coleman Maze, vice-president 
; AMA’s office management division, at the first 
orning session were R. O. Yearick, Westing- 
use Airbrake Co., speaking on “New Horizons 
i Office Management, ” and Harry King Tootle, 
brmer personnel director of the New York Times, 
those address was entitled “Are Managers 
jeople?” 

William J. Reilly, director of the National In- 
citute for Straight Thinking, New York, who 
1ade the luncheon address was introduced by 
lvin E. Dodd, president of AMA. “Economics 
nd the Worker” was the title of Mr. Reilly’s talk. 
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“The main difference between men and machines is that the pro- 
4 ductivity of a man is determined largely by the way he feels about his 
job and the attitude he has about his company."—Claude V. McBroom 

in "A Survey of Employee Attitudes." 


AMERICAN MANAGEMENT ASSOCIATION 


Office Management Conference 


E. H. Conarroe, Metropolitan Life Insurance 
Co., was chairman of the first afternoon session, 
which heard Henry A. McCashin, R. H. Macy & 
Co., Inc., New York, speak on “The Cost Situation 
Today”; Albert Dowell, B. F. Goodrich Co., Ak- 
ron, Ohio, whose speech was entitled “Developing 
Workable Methods and Systems”; Arthur B. Por- 
ter, Hood Rubber Co., who had as the title of his 
address, “How to Determine Staff Require- 
ments”; and A. R. Hutchinson, Western Electric 
Co., Inc., New York, who spoke on the subject of 
“How to Determine Office Equipment Require- 
ments.” 

Dr. Maze also presided over the second morning 
session. At this meeting D.S. Valentine, of Sears, 
Roebuck & Co., Philadelphia, discussed. “Setting 
Standards for Work Performance”; James B. 
Slimmon, Aetna Life Affiliated Companies, Hart- 
ford, Conn., “Incentives that Produce Results”; 
and E. F. Cooley, Prudential Insurance Co. of 
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America, “Work Simplification from the Stand- 
point of the Worker.” 

The final afternoon session was presided over 
by O. J. McMunn, Duquesne Light Co., Pitts- 
burgh, president of the National Office Manage- 
ment Association. He introduced Claude V. Mc- 
Broom, Meredith Publishing Co., Des Moines, 


A Survey of Employee Aititudes 


By Claude V. McBroom 


Director of Personnel, Methods and Clerical Operations, 
Meredith Publishing Co., Des Moines, lowa. 


Excerpts from one of the many fine addresses at AMA Conference on Office Management Problems 


* IT HAS BEEN stated that loyalty has no 
price, that there is no substitute for morale, and 
that real leadership is more important to success- 
ful operation than extensive organization or per- 
fect equipment. I think we can say that these 
statements are true as each is a cause of or results 
in a proper attitude. The main difference be- 
tween men and machines is that the productivity 
of a man is determined largely by the way he feels 
about his job and the attitude he has about his 
company. 

Even today some executives refer to the em- 
ployment of office “hands” or production “hands” 
and might even think that because the work is 
manual that the hands only are being hired. We 
know however that the whole individual is being 
employed; and that the individual brings to work 
with him each day many things which may be an 
inducement to do an exceptional job, or on the 
other hand, may cause him to gripe and grumble 
and be anything but an efficient, industrious, and 
happy individual. Recall for yourself those days 
when you have been down mentally—a little dis- 
agreement with the wife or husband, no luck in 
the bridge game the night before, a rebuke from 
the boss for a slight error but no commendation 
for the good work done—up all night with the 
baby, financial worries, worry about job security. 
Any of these and hundreds of other problems are 
being carried to the offices of your company and 
mine each day, and these things are of vital im- 
portance in determining an employee’s real value 
to his company. These attitudes, considered to- 
gether for the entire office force, determine its 
morale. 

But, attitude is an intangible thing—it cannot 
be measured in pounds, inches, degrees, decimals, 
or by the dozen. In the office where it is changing 
from good to bad, it can be noticed, not measured, 
in increasing absenteeism and tardiness, in poorer 
quality and lower quantity of production, in 
greater accident frequency, in bickering, sullen 
silence, and so forth. However, as office man- 
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Iowa, who spoke on “A Survey of Employee Attil 
tudes”; Dr. Rexford Hersey, Wharton School of 
Finance and Commerce, University of Pennsy \™ 
vania, who spoke on “Management Training fo} 

Supervisors”; and Parker C. Williams, Whit | 
Motor Co., Cleveland, Ohio, whose talk was er| 
titled, “Handling and Preventing Grievances.” 


agers, we have not only a way of measuring mor 

als but once we know what is wrong and the de 
gree to which that factor is present, we can tak 
steps to eliminate the difficulty, build toward th ]} 
right attitude, and thus induce a more efficien }} 
operating unit. This method is the anonymou 
attitude survey which employs a questionnair 
adapted to the needs of the investigation. It may 


ALVIN E. DODD 
president of the American Man- 
agement Association, who has just 
been awarded the Gantt Memori- 
al Gold Medal, given each year 
by the American Society of Me- 
chanical Engineers for ‘“‘distin- 
guished achievement in industrial 
management as a service to the 
community." Mr Dodd was cited 
for “his leadership in stimulating 
greater recognition and accept- 
ance of the social responsibilities 
of management and for his success 
in building the American Manage- 
ment Association into an authori- 
tative forum for collecting, analyz- 
ing, and disseminating manage- 
ment knowledge.” 
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\eview of the su: 


,> conducted wholly by the company or by a con- 


\lting firm, skilled in attitude survey procedure. 
properly conducted and administered either 


\ethod will produce the desired answers. 
}| To obtain the opinions and attitudes of the 
jiembers of the organization concerning Mere- 


ith’s as a place to work, a questionnaire was 


jiven to each man and woman, including those 


) the advertising sales branch offices. 


y 
} 


| 
j 
4 
| 


Anonymity assured 


In a letter, Fred Bohen, president, requested 
ach of them to fill out the questionnaire and re- 


jarn it, unsigned, not to the company, but to Dr. 


+ R. Spriegel of Northwestern University 
Evanston, Ill. A stamped addressed envelope 
ras provided for this purpose. This was done to 
ssure the respondent of his anonymity. Know- 


\hg that no other member of the organization 
\yould see the answers, each had a full oppor- 
unity to report his frank and honest answers, 
|avorable or unfavorable. 


Under the supervision of Dr. Spriegel the ques- 


‘lonnaires were edited by Northwestern graduate 


tudents and tabulated by the Statistical Tabula- 
ion Co. of Chicago. In the process of editing all 
ames were deleted. A copy of the results was 
2nt to Meredith’s. At no time, however, did one 
feredith member see another’s questionnaire and 
mhen the analysis was completed the question- 
aires were destroved by Dr. Spriegel. 

| The time elev on 


loes not permit a complete 
-is'ical information or a detail 


of the opinions and attitudes. This is considered 
irrelevant as such information would probably 
vary in most companies except for those items 
of general nature. In passing, I might mention 
just a few of the statistical results. 


1. General clerical workers ranked last on the 
question, “Do you think your own future oppor- 
tunities with Meredith’s are good, fair, poor, don’t 
know?” Three-fourths of all respondents record- 
ed their opportunities as good or fair. 

2. Half of the men, but only a fourth of the 
women, rated their fellow-workers as above aver- 
age. An “above average” rating was given fellow- 
workers by a larger percentage of employees with 
fifteen years’ or longer service than by employees 
with fewer service years. 

3. Those who rated their fellow-workers as in- 
different were, for the most part, young girls. 

4. Older members of the organization rated 
their bosses considerably lower than the younger 
ones. 

5. Four out of five executives and salesmen felt 
that the best qualified people were selected for 
promotions most of the time, but only half of the 
general clerical group did. 

The report portrayed definitely an eagerness 
on the part of the group for more information 
about job responsibilities, company services, the 
general organization, and other departmental 
duties and current happenings; quite a number 
of clerical workers considered wages as low; 
greater club activity was desired; and many 
hourly paid workers expressed a desire for health 
and accident insurance or a sick leave plan. 


(Turn to page 74) 


BUSINESS SCHOOL 


"IT WOULD BE JUST MY LUCK TO GET A JOB AND THEN 
GET MARRIED RIGHT AWAY —- 1 HOPE." 
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NEW THINGS 
in the 
NEW ¢) 


LEFT: 


THE NEW MODELS. Kol announces a complete line of 
Airage office machine stands. Sizes are available to fit the 
large and small office. Kol Airage stands have no braces 
to obstruct and they are shipped two in a carton, assembled 
to facilitate handling. They have 2-inch swivel casters with 
soft rubber wheels and rust-proofed baked enamel finishes. 
All joints are brazed, not soldered, to insure maximum 
strength. List prices on Kol stands begin at $9.95 for the 
No. 100 size and go up to $15.35 for the No. 120 size, which 
has an 18 by 30 inch top. Kol sales and promotion offices 
are located at 220 South 10th St., Minneapolis 2, Minn. 


ee 
* pp cl eat 


NEW USPM MAILROOM EQUIPMENT from the Commercial Con- 
trols Corp., Rochester 2, New York. Above, the table accommodates 
two sorting racks. Right, the utility cabinet has a raised shelf designed 
to hold a Model 100 letter scale at eye level. The two USPM classify- 
ing racks on the cabinet sort outgoing mail according to postage re- 
quired, mail classification, and size of envelopes. Of metal construction 
in a standard grey wrinkled finish. The top of the table and the 
cabinet are oil-tempered presdwood, 


December, 1947 OFFICE MANAGEMENT AND EQUIPMENT 


dd 
ly | 
1s % 
n _ 
le 
r- el 
t | 
Sa 
d- a mee me puedes os J ee 
ne bene ee ww 
le * 
r- ; . 
\- ; . iol 
h 4 a 
28 : a. 
7 | | 
d > 
T r ’ ) 
[_ =: ' 
It 
yr i 
e _ 
3S 4 
n | —_— ? 
e : 
ir i 
S L ; 
7 | i 
h 
% a o 3 \ i -- 
ae — =a eS eee ar — i 
Sa ee i TE + Racal ame | 
“i — : Ratt ames ——— ae - i, - pee ae Oa aoe , ee pet e ’ 
ae ee , Beat , Se eo ki 
pee a : ca : es 
: 2 a a. 
2% a 
¢ } 
a 4 a? A i 
ee | 
al 
F ee 4 


LEFT: 

COLOR IN OFFICE EQUIPMENT. This new streamlined 
Wheeldex cabinet file comes in six colors, including cream, 
green, and red. The cabinet, of formed Masonite, has a 
drop-leaf attachment on the side to be used as a work sur- 
face. From the Wheeldex Mfg. Co., Inc., 63 Park Row, New 
York. 


RIGHT: 

PERPETUAL INVENTORY AND PURCHASE RECORD CARD. 
' Designed for companies which have automobiles and other 
' vehicles as part of their operating equipment. The card is 5 by 
8 inches. The tab eliminates the need for extra guides. The 
form is printed on both sides. Made of quality buff index 
stock, medium weight. From the Daco Card & Index Co., 9 
Federal Court, Boston. 


rt 
BELOW: 
OPEN VIEW of the new Bankette, a steel personal file 
lintroduced by the Maso Steel Products, 418 South Clinton 
St., Chicago. This view shows the secret compartment, filing 
space, swivel front, and the equipment included. It meas- 
lures 13 inches high, 12 inches wide, and 5!/2 inches deep. In 
igreen baked enamel Hammerloid finish. Priced at $7.95. 
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a} 


ABOVE: 

LOUVERS on fluorescent tubes eliminate glare. The one 
shown is a Beauty-Rest louver. Easy to attach. Made of 
hard white enameled aluminum. From Photo-Vision, Inc., 


35 West 43 St., New York 18. 
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LEFT: 


NEW AUTOMATIC ROTARY DUPLICATOR from the 
Speed-O-Print Co., 161 East Grand Ave., Chicago. Model 
200 has new front paper stops which make for accurate 
registration. No complex operating adjustments. Feed table 
accommodates all sizes of stock, postcard to legal size. Choice 
of three types of cylinders, open with hand inking; open with 
brush inker; closed with au’ matic brush inkers. Also 
equipped for slip-sheeter attaci.nent. Line of Speed-O-Print 
models includes the Junior Liberator at $29.50 and the 
Model L at $49.50. The price of the model shown will be 
announced within thirty days. 

Unfortunately in “What's Available Now?" in the Novem- 
ber issue the Junior Liberator and the Model 200 were con- 
fused and this duplicator was given the name of the Junior 
Liberator Model 200. The picture and the description were 
the picture and description of Model 200; the prices were 
the prices of the Junior Liberator. 


BELOW: 


A PEN AND PENCIL SET in the Wearever line of David 
Kahn, Inc., North Bergen, N. J. In this Marlboro set the 
pen features a satin-finished stainless steel cap and a |4-karat 
goldtapered point. The pencil also has a stainless steel 
cap. Retails for $2.75. 


ABOVE: 


NEW CURVE DRAWING INSTRUMENT announced by the 
Cook Specialty Co., Green Lane, Pa., This instrument is called 
Infinarc. The desired curve is obtained with especially tem- 
pered wire forms whose shape is altered by moving either or 
both of two adjustment screws along slots. Available with a 
12-inch base and four preformed wire curves with which it is 
possible to produce almost any shape desired, including re- 
verse curves, to meet the needs of engineers, designers, 
draftsmen, architects, commercial artists, pattern and tem- 
plate makers. The four wires are easily and quickly inter- 
changed by snapping loops over the ends of the adjustment 
screws. Made entirely of stainless steel, and comes in clear- 
lacquered wood instrument case. 


LEFT: 

WINS INTERNATIONAL AWARD. Andrew Cerruti (left), 
advisory editor, accepts the award won by the Underwood 
News from William Gentry, representative of the Interna- 
tional Council of Industrial Editors. The contest was held 
in connection with the International Council's Convention in 
St. Louis recently and the “Underwood News" was honored 
"in recognition of exceptional accomplishments in achieve- 
ment of purpose, excellence of editorial content and effec- 
tiveness of design." Editor Lillian Denton was in Europe and 
unable to attend the presentation. 
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LEFT: 


DICTIONARY AND REFERENCE STAND offered by Cardi- 
nal Sales, Inc., 5631 West Madison St., Chicago 44. Made 
entirely of steel with |-inch tubular legs. Top measures 1244 
by 24 inches. Height: back, 32!/2 inches; front, 2834 inches. 
Open storage shelf. Brown finish. Weighs 19 pounds. Shipped 
knocked down; easily assembled. 


ABOVE: 

A ROOM COOLER without a direct draft, the Wilster- 
aire window fan. From Wilster, Inc., 5700 Detroit Ave., 
Cleveland, Ohio. In bringing in air from out-of-doors it 
processes it and removes foreign particles by means of a 
spun glass filter. Filter measures 10 inches square. The 10-inch 
fan blade has a variable speed control. Run by 1/40 horse- 
power motor. Speed control is equipped with a rheostat. Fan 
fits standard sized windows. Extensions can be used to make 
it fit oversized windows. 


RIGHT: 


LEFT: 

A SIMPLE DEVICE to imprint labels is the Sten-C-Labl 
offered by the Sten-C-Labl, Inc., 2639 University Ave., St. 
Paul 4, Minn. It has a small sheet of stencil paper backed 
by a one-time carbon held together with adhesive tape which 
also attaches it to the invoice. The picture at the top shows 
how the Sten-C-Labl is cut as a by-product of the typing 
required for an invoice or shipping order. After it is cut the 
Sten-C-Labl is detached, the carbon discarded and the re- 
maining stencil sheet is inserted into the stamp (below) and 
used as desired. Stencils will produce*up to 1,500 impres- 
sions. Stamp holds ink for 5,000 impressions. 


PAGE HOLDER AND DESK IMPLEMENT, a useful desk 
aid, which holds all kinds of bound books and binders open 
flat or standing on edge. This page holder is also useful as 
a letter opener, staple remover, paper folder, line follower, 
paper knife, ruler, and magnifier. A folding pocket model 
is also available. Made of stainless steel, cadmium, with a 
gun metal finish. Made by the Baukus Research Laboratory, 
619 South 16th St., Saginaw 37, Mich. 
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BELOW: 


FOR EASY MARKING. Scripto, Inc., Atlanta, Ga., introduces a 
new marking and crayon pencil. Attractively designed of opaque 
plastic, it is available with red, blue or black barrel. The pencil 
has the well known Scripto propel, repel, and expel mechanism. 
Refill leads are 234 inches long and come in two degrees of black, 
red, blue, green, and yellow. 


ABOVE: 


NEW ARM CHAIR. The Cole Steel Equipment Co., 

° Inc., 285 Madison Ave., New York, has recently added 

ee cee sea tame eeccmnr vies the new 4,000 Flex-Seat arm chair to its line of Cole-Chrome 
Esoe ae tubular furniture. Constructed of heavy gauge furniture 
grade steel tubing triple-plated with copper, nickel and 
‘ chrome for extra serviceability. No-sag springs and vinyl- 
: coated simulated leather that won't scuff or scratch, resists 
stain, repels water, is washable and wipes clean easily, are 
incorporated in every chair. Brown, green, red or blue up- 

holstery. Measures 31 inches high, 2! inches wide, and 22 

inches deep. The list price is $32.50. 


LEFT: 


THE SECRETARY'S COMPANIONS. These items, 
the telephone dialer and the book mark paper cutter, 
are presented by Rose Klipper Kantrow, 303 Fifth 
Ave., New York, for the Cole Studios. Both are made 
of hand-wrought sterling silver. The dialer is 2% 
inches long and hangs on the phone; price, $1 each. 

| The book mark paper cutter is priced at $2 each. 


LEFT: 


MEMO SET includes a desk model Flo-Ball pen in a 
plastic socket with gold-colored brass swivel, and a 
walnut-finish plastic base containing 150 3-by-5 memo 
sheets. The writing mechanism is the same as that in 
the Flo-Ball 48 pocket pen. The same replacement refill 
unit fits both desk and pocket pens. The Flo-Ball 
memo set is individually boxed, and retails for $1.98. 
It is a product of the Flo-Ball Pen Corp., 70 Wall St., 
New York 5. 
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ABOVE: 

COMBINATION LOCK CASH BOXES. The Central Can 
Co., 2415 West 19th St., Chicago, has announced that cash 
and utility boxes Nos. 923 and 1923 may now be had with 
either flat key locks or with Corbin Sesamee combination 
locks. With the exception of the locks, both styles are identi- 
cal. The new combination locks are available on boxes with- 
out trays and on boxes with six compartment removable tray. 
All styles are made of heavy gauge steel, one-piece con- 
struction, with rounded corners. The finish is hammered 
silver-grey. Each box is individually cartoned. The lock can 
be set to any three digit combination desired. 


RIGHT: 


IN A NEW PACKAGE. The Reliance Pencil Corp., 
Mount Vernon, N. Y., has provided a smart new pack- 
age for its Durol type cleaner in the 3-ounce size. The 
lively yellow and blue and white illustrated box is now 
available in stationery stores. Durol type cleaner, 
also available in 8-ounce, pint and quart sizes, cleans 
type, rubber parts, and platens of all office machines 
in one application. It is non-inflammable and quar- 


anteed against evaporation indefinitely. 
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BELOW: 

THE NEW master time and program control from IBM embodie 
the salient features of the IBM master time control and those of the 
IBM synchronous program control. This control will operate one 
circuit of 24 volt D.C. self-regulating indicating clocks and sec. 
ondary units with a maximum capacity of two amperes, and six cir. 
cuits of 24 volt 80 cycle A.C. bells or signaling devices with a 
fotal maximum capacity of 125 volts. By the use of an auxiliary 
signal transforme: the capacity of the signal may be increased up 
to the rated capacity of the transformer. From the International 
Business Machines Corp., 590 Madison Ave., New York. 


LEFT: 


NEW DESK SETS. Completely redesigned, restyled and 
remodeled is the Waterman fountain pen desk set line. 
Here are four of the eleven models, which range in price 
from $12.50 to $45 and feature a new and improved gyro 
and, new type of sheath. At upper left in the $20 bronze 
singlepen set. Below is the $12.50 gold anodized aluminum 
set. At upper right is the $45 bronze twin-pen set, while 
below is the $22.50 gold anodized aluminum model. The 
jet-black plastic pens are equipped with conventional p< ‘nis. 
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BELOW: 
FOR FAST AND ACCURATE CORRECTION of errors 


made in typing the litho-coated and carbon master used to 
reproduce duplicate copies in a Ditto duplicating machine 
the Avery Adhesive Label Corp., 36 West Union St., Pasa- 
dena |, Calif., offers litho-coated Kum-Kleen labels. When a 
typing error is made, the master is removed from the ma- 
chine and a litho-coated Kum-Kleen is affixed over the mis- 
take with a fingertip pressure. After the master is replaced 
in the typewriter and the correction is typed, the carbon 
is deposited in the proper position on the label. Labels 
remain affixed permanently. Unlike water-gum labels, which 
are loosened by the liquid used in the Ditto process, Kum- 
Kleens are unaffected by moisture and will remain on indefi- 
nitely, according to the company. They may also be used 
in the Ditto process for masking or blocking out certain por- 
tions of the master where it is desired to reproduce only a 
part of it. Available in any size or shape. 
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RIGHT: 


December, 1947 


WHAT'S IN A NAME? Nosco Plastics, Erie, Pa., is pre- 
senting the Tel-a-Name index. Can be carried in pocket or 
purse. Opens like a book by pressing the side bar and has 
ample space for writing names and telephone numbers. Pages 
can be removed by means of a patented spring device. Pack- 
aged in a red, black, and white or a green, black and white 
box. Retails at $1 each. 


ABOVE: 


A NEW LINE of ring books has been introduced by the 
Wilson Jones Co., 3300 Franklin Blvd., Chicago 24. The 
new line offers a selection of leather bindings in a broad 
price range. It features roomy gusset pockets, zippers on 
three sides, and WJ ring mechanisms equipped with open- 
ing and closing triggers. 


ABOVE: 

CARDBOARD BOX FILE made of heavy fiber board from 
the Colonial Co., 646 Rogers Ave., Brooklyn 26. Has round 
molded backbone; there is a trunk lock on the front. Covered 
with black and white marble paper; there is a printed orange 
label on the backbone. Has 1|6-division index and flyleaf. 
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LEFT: 

FOR OFFICE COMFORT. The Wells Office Furniture Co., 
725 South La Salle St., Chicago, offers this new Posture-Rite 
chair, No. 527. Has adjustable back rest, adjustable back 
frame, adjustable spring tension, adjustable ,height and self- 
adjusting back. Features a 4-inch spring-filled foam rubber 
seat and back. Upholstered in Duran. Stock colors are tan, 
green, and brown. Shipped packed one to a carton. List 
price, $53.40, f.0.b. Chicago. 


_ i» te of 


RIGHT: 

HINGED COVER BOX from the Art Steel Sales Corp., 300 
East 145th St., New York 51. Has plastic sides and metal 
housing. Comes in 3 by 5, 4 by 6, and 5 by 8 sizes. Medium 
price range. 


LEFT: 


TO CLEAN VENETIAN BLINDS. The U. S. Venetian Blind 
Mfg. Co., 10007 Chalmers St., Detroit 5, presents the Slat-O- 
Mat, a new tool to make the cleaning of Venetian blinds 
easy. Two rubber sponges, firmly anchored to a spring ten- 
sion handle, slip over a slat of the blind and with one stroke 
clean or wax both sides at the same time. The tool permits 
the slat to be cleaned between the tapes without soiling the 
tapes. Slat-O-Mat is made of nickel-plated steel with 
smoothly rounded handle grips enameled in a neutral tone. 
Retails for $3.95. 


BELOW: | 


SIX-INCH RULE from Northeastern Plastics, Inc., 588 
Commonwealth Ave., Boston 15. Comes in red, blue, green, 
and black plastic. Has two beveled edges; one side has 
calibration in inches, the other in millimeters. It has one 
pen rule edge. 
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What's Available 
Now ? 


By Kimball Darby 


% EACH MONTH, reports indicate, this series 
is meeting with the approval of more and more 
office executives. Suggestion or criticism will be 
welcomed, to the end that the series may be of the 
utmost benefit. 

In each product classification covered, every 
effort is made to reach all the manufacturers in 
that category. But for one reason or another, not 
all of them may be ready, at the time the install- 
ment is prepared, to submit data on their product. 
Effort will be made to present such omitted in- 
formation as soon as it reaches us. 

The January installment of the series will cover 
check writers, check signers, and perforators, 
and safes and vaults. 


ADDING AND CALCULATING MACHINES 


R. C. Allen Business Machines, Inc., Grand Rapids, Mich. 
10-Key Electric Calculator Model 35 


@ Dimensions, approximately 8” x 10” x 6”; steel case, rough 
crackle finish. Single enclosed unit; no exterior carriage 
movement, the dials doing all work after the problem is set 
and the controls actuated. 

10-key keyboard with control levers for addition, sub- 
traction, multiplication, and division. Dial credited with 
high speed; all factors visible during computation of prob- 
lem. Ease of operation so that an untrained operator can 
become proficient in a matter of minutes. Ten keys give 
one hand and four finger operation. Fully automatic di- 
vision. The machine will carry the answer to 13 places if 
desired. Claimed by manufacturer to be America’s only 
10-key calculator. List price, $375. 


R. C. Allen Model 1302 

@ New desk model bookkeeping machine. Compact; low 
cost; will post statement, ledger, and proof journals simul- 
taneously. 

Finished in pearl grey to harmonize with modern in- 
teriors; readily adaptable for commercial, bank, or payroll 
work. No special stand is necessary; can be used on any 
desk. 

Incorporated into this machine are such improvements 
as front feed form insertion, true credit balances printed in 
red, tabulator bars easily changed, and visible dials. Auto- 
matic dating, automatic carriage control, non-add and sub- 
tract, and automatic carriage tabulation are also featured. 
Fast operating machine. 


Burroughs Adding Machine Co., Detroit 
Burroughs Electric Duplex Caleulator—Style 5 10 55. 


® Occupies little more space than a letterhead; has a soft 
brown, non-reflecting finish; equipped with full vision non- 
glare dials. The keyboard is brown and ivory. This color 
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By Ewing Galloway, N. 1. 


", . . the approval of more and more office executives” 


treatment results in the elimination of reflections and glare.| 
Models are electrically operated and range from 10 to 14!' 
column accumulating capacity. 

The Duplex Calculator is a direct electric key actuated 
machine. The secondary operation of depressing a motor ;| 
bar is eliminated. It registers the result of individual cal- |! 
culations in its front dials and automatically accumulates | 
a grand total in the rear dials. Any amount registered in 
the front dials can be instantly substracted from the grand |: 
total by means of the subtract bar without the use of com- 
plements. This feature saves 15 to 20 percent in operating 
time by eliminating the need for recapping. 

Manufacturer claims that the Electric Duplex calculator ’’ 
is the only machine of its type that registers the result of ! 
individual calculations in its front dials, and automatically 
accumulates a grand total in its rear dials. Price available 
at all Burroughs branch offices. ri 


Clary Multiplier Corp., 1524 North Main St., Los Angeles 12 
Model A-1M—Speed-o-electric 


@ Adding machine. Dimensions, 14” long, 9” wide, 7” high; 
weight, 1942 lbs. Made of alloy steel, with Bodine electric 
motor, and one-piece streamlined, plastic case. Two-tone 
grey baked enamel finish. Clary thumb add-bar permits 
simultaneous depression of keys with motor bar, saving at 
least one operation on each amount entered and contributing | 
to the high speed of handling figures. i 

Uses a rotary principle of operation, similar to rotary 
calculators, rather than reciprocating action. Designed for | 
high-speed operation. Distinguished from other adding ma- 
chines in that it was designed as an electric adding ma- } 
chine, rather than first being designed as a hand-operated } 
machine. Control bars are located around the keyboard, | 
each being electrically-operated, with no spacing or pre- | 
liminary strokes required. List price is $255. 

(Turn to page 58) 
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Above—Monroe Calculating Machine Co.'s Model 
CAA-10 Monro-Matic Adding Calculator. 


Above—National Cash Register's Allen Wales Model 
16E All Purpose Figuring Machine, shown with its desk. 


Below—R.-C. Allen's 10 Key Calculator Model 35. 
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(1) Underwood Sundstrand Adding Figuring Machine, 


Model 10140P-5. 


(2) Remington Rand Electric Adding | 


Machine, Model 93100-5. (3 
Comptometer. (4) Victor Addi 
54. (5) Friden Calculating Machine Co.'s "ST"-10 Tabu- 
lating Calculator. (6) Burroughs Adding Machine Co. 
Model 510-55 Duplex Calculator. (7) Clary Model A-!M) 
Speed-o-lectric Adding Machine. 


OFFICE MANAGEMENT AND EQUIPMENT 


Felt & Tarrant's Model M 
lding Machine Model 6-58- 
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(From page 55) 


| elt & Tarrant Mfg. Co., 1735 North Paulina St., Chicago. 


fodel M Comptometer 

» 9 5/16” x 145” x6%4”. All metal case and mechanism— 
sumerith keytops made by injection moulding. Gray-green 
rrinkle lacquer finish. Lightweight, one-piece drawn case, 
treamlined design, light key action through use of hardened 
luminum segments, large legible numerals with “active” 
iphers. Operates entirely by depressing keys—no crank 
f motor bar, no preliminary setting, no carriage to shift, 
1.0 tape. Comptometer operators are trained to add entirely 
y touch method. Only one hand needed in subtraction; 
ast, quiet operation; light key touch. 

On all Comptometer models, operators are protected 
gainst operating errors by the controlled-key safeguard 
vhich is a positive system of automatic control which pre- 
rents operating errors caused by fumbled or incomplete 
rey strokes. This mechanism gives instant signal of an 
perating error, by locking all columns except the column 
n which the incomplete key stroke was made—and this is 
eft open for correction. With positive protection against 
yperating errors, the operator can speed up safely and be 
issured of a higher degree of first time accuracy. The large, 
egible no-glare answer dials may be read at a glance. All 
10t used ciphers to left of actual answer are completely 
‘liminated. “Active” ciphers that are a part of actual an- 
wwer are solid and easily distinguished by the operator. 


>rices: 8-column, $450; 10-column, $525; 12-column, $599. 


' 'riden Calculating Machine Co., Inc., San Leandro, Calif. 
‘"abulating Model ST 10 and 8 


® Fully automatic calculator 13%” wide, 1344” long, 8” high. 
luminum, duralumin, steel, bronze and plastic. Grey 
mamel finish with chrome-plated corners, side and back 
xraments. Plastic keytops and control keys in contrasting 
shades of green. Strong construction designed for long use. 
Equipped with interlocks to prevent misoperation. Has 
Friden Roto-Flow drive principle which causes mechanism 
© rotate in one continuous, uninterrupted cycle for addi- 
sion, substraction, multiplication, and division. This is com- 
oined with Friden Synchromatic control, which keeps the 


. entire value selector train, actuators, and result dials in a 


2ositive gear connection for the duration of any calculation. 
The Model ST is completely automatic, requiring a mini- 
mum of mental and physical effort in its operation. The 


| operator sets one value on the large keyboard and the other 


value on the small keyboard. A touch of the proper control 
key, clears the dials, starts the calculation, moves the car- 
riage from position to position and automatically clears the 
keyboard at the end of the calculation. While the machine 
is multiplying, the operator writes the result of the previous 


|‘ multiplication, or when the machine is dividing, the operator 


copies the quotient as it appears in the dial. This means 


') that the operating time of the machine is used for the writ- 


ing or checking of answers. Also for finding the next values 


, that are to be used in the following calculations. The Com- 
pletely Automatic Calculation, and the freedom from pre- 


setting operations in order to condition the machine for 
positive or negative calculations, are distinguishing features. 
List Price: the Model ST-10, $700.00—the ST-8, $650.00. 
Prices range all the way down to $437.50 for a semi-auto- 
matic general utility Model D-8. 


Monroe Calculating Machine Co., 555 Mitchell St., 
Orange, N. J. 
Monro-Matic Calculator—Model CAA-10 


Dimensions 11” x 9”; wt. 27 Ibs. Dark grey crackle finish 
with plastic top plate, plastic cream colored key top on 
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keyboard, plastic maroon colored operating keys. Com- 
pletely automatic calculator in a compact size. All operating 
keys and keyboard contained in area no larger than the 
span of a hand. Vibrationless and quiet in operation, des- 
pite high speed. Exclusive safety stepped-up keyboard with 
Monroe Spot-proof. Velvet Touch Keyboard and operating 
bars. 

By depressing the essential operating keys, the machine 
automatically multiplies or divides, shifts the carriage, clears 
previous results, if desired, tabulates to any desired position, 
returns the carriage, clears the keyboard, transfers from 
dials or keyboard, all without operator effort. 

Completely automatic carriage return and clearance, key- 
board clearance tabulating of carriage to any position, trans- 
fer from dials on keyboard. Fully automatic for both multi- 
plication and division. Can also, if desired, be operated 
semi-automatically. Automatic ciphers and decimal point 


positioning. ; 
Distinguishing features: automatic decimals, automatic 
ciphers, automatic transfer for abe = x. All operations 


centered in one standard keyboard. Complete proof at all 
times. Semi-automatic operation can be used where de- 
sirable. One cycle addition and subtraction. National serv- 
ice through 150 company owned branch offices. 

List price $750. 


The National Cash Register Co., Dayton, Ohio 
Allen Wales, Model 16E—All Purpose Figuring Machine 


@ Has fully visible stair-step keyboard, large visible dials, 
conveniently located operating features; heavy durable con- 
struction. Specifically designed for small busiriesses desiring 
to mechanize their accounting; has a calendar feature for 
use in posting accounts receivable and payable and other 
related records. Addition, subtraction, multiplication and 
division may be performed on all Allen Wales machines, 
which range in price from $155 to $437.50, plus tax. 

Desk, specifically designed to hold this model is available. 
Finished in grey, made of brush chrome steel binding. Top 
is covered with grey, hard-surfaced linoleum; ample drawer 
space; desk dimensions 60” x 30” x 28%” high without glid- 
ers; adjustable to a height of 30” with gliders. 


Remington Rand, Inc., 315 4th Ave., New York 10, N. Y. 
Model 93100-5 

@ New electric adding machine; 842” wide, 16%” long; 
weight, 26 lbs. Has a wrinkle finish steel case. Available 
in 8 or 10-column listing-totaling capacity, or with 11-col- 
umn total if desired. Both the standard 5”, or 13” wide car- 
riage are available. 

Features include “Cushioned Power,” built-in steel cush- 
ions which absorb noise and vibration and reduce wear on 
moving parts; “Streamlined Action,” longer, more stream- 
lined motor-bars which facilitate faster operation; and,, a 
value gauge which permits the operator to interpret the 
dollar and cents value of a printed figure at a glance. 
Remington Rand 10-key touch-control keyboard. In addi- 
tion to the add-total and correction bars, all feature keys, 
subtraction, multiplication, sub-total, and non-add keys, are 
completely electrified; thus the printing operation is actuated 
directly upon depression of the feature key. Remington 
Rand also has available portable hand operated adding 
machines as well as the Printing Calculator. 


Underwood Corp., 1 Park Ave., New York 16, N. Y. 
Sufdstrand Model 10140P-5 


@ Portable electric adding-figuring machine. Dimensions: 
16” deep x 9%” wide x9” high. Noise reducing plastic case, 
steel and aluminum alloys, brass, copper, rubber, and other 


| 
| 


L od ‘ ae bas 
i. ; 
aa 
= 
ee) ; 
eee: 
ais 
i aa | 
a | ee 
arya 
oe | | 
i 1} 
i oak 
a 
— 
at oe 
9 
ee 
oe i 
Paes 
eas 
os! a 
Ba 
oe | 
cree 
ce j 
> 
ee ee 
eal ; | 
a . | 
: 1 
7 a 
recs 
ee 
a 5 
a i 
i 
oe 
2. ae 
—— } 
a ee t 
jot He 
a | 
es, 
a 
a | 
9 
| ae 
i } 
aa 
2 
as 
ae 
be “if : ee 
a a 
ta 
ae 
“B 
a 
on. 
a 
opal 
“ 
a 
a 
> 
=. 
sees 
7 | sae 
a). ae 
Ke Be 
an a a 
nae ary 
ee 
ar od . , 
er) 
ee 
oe 
a 
ee. . 
ai 
a: 
ae 
oe 
Wisc a ‘ 
3 ae 
oo) 
Pa 
Gt oa 
Le. 
ree 
e a 
Beas 
Sag | 
oe... ee 
ad OG ao a x 
%. 2 re ‘ ' 
ihr Pond 
ete a ore 
‘ane 5 
ke me iu 
rae a... 
(Se ) 
ae @ | 
, * | 
a: aa 
-) fa ee December, 1947 
ae 
So ae 
Brome ———— 
ing a le 
a yy S 
2 ‘io [ai et, ' : , 
ra 1) aa Bee co ‘7, aoe a are. a ; i es Dg ee q - See i Aca. Of A | i 3 
‘at Ue a es: oS ee oe poe) re ae 
ioe, age oe eee Se ee oe _ ee a a 5 ~ a ’ ; 
: % at a es ee Se eee ce SS 4 Si See Re Tey Pa ae Eee a 


EXECUTIVE 
DESKS 


Yawman & Erbe's model 4986.1 


Security Steel Equipment Co. 
“Crestline Model MSF 60. 


Below—Fletcher Aviation Corp. (Furniture Div) ! 
Model SP 2310; 72” size. 
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| automatic sub-total feature. 


, 


naterials. Combination non-glare and japan finish with 


| ivory finished numeral keys. 


Desk elec:ric model equipped with 3-point control on 
which subtract key, non-add total, and credit balance total 
keys also operate the motor and with automatic total and 
Totals and sub-totals printed 
n red; credit balance total printed in red with “CR” symbol. 
Automatic column selection. Listing and totaling capacity 
}9,999,999.99. Equipment for the above machine consists of 
sorrection key; back space key; subtract key (prints minus 
symbol with subtract items); non-add total key; repeat key 
{also used for multiplying.) 

Enclosed automatic start and stop motor for electric drive. 
Touch method operation, eliminates head swing, for faster 
and more accurate performance. Speed, accuracy and dur- 
ability with three-point control; 10-key keyboard; stationary 
stop carriage. List Price, $330. 


Ynderwood Sundstrand 8120-5 

® Adding-figuring machine. Dimensions, 16” deep x 91%” 
wide x 9” high. Material and finish same as 10140P-5. 

' Equipment for the above machine consists of correction 
key; back space key; subtract key (prints minus symbol 
with subtract items); non-add key; total key; repeat key 
(also used for multiplying); automatic sub-totals; totals and 
sub-totals printed in red; and automatic column selection. 
Listing and totaling capacity, 999,999.99. 

‘ Manual crank lever action located on right side of ma- 


‘ thine. Touch method operation. Ten-key keyboard, station- 


ary stop carriage. List Price, $185. 


' Jnderwood Sundstrand 10240P-7 


® Portable electric duplex adding-figuring machine. Di- 
‘Nensions, 16” deepx1134” widex9” high. Materials and 
inish same as other models. 

Equipment for the above machine consists of correction 


| key; back space key; subtract key (prints minus symbol 


with subtract items); non-add and total key; sub-total; 
tepeat key (also used for multiplying); credit balance total 
{prints “CR” symbol in red with credit balances); register 
sontrol lever for selection of registers; totals and sub-totals 
brinted in red; identifying accumulator symbol printed auto- 


. matically with item listed. Accumulators may be engaged 


jo add or subtract individually or simultaneously; accumu- 
ates group totals and grand totals; and automatic column 
selection. Listing and totaling capacity, 99,999,999.99. 
}; Enclosed automatic start and stop motor for electric drive. 
; Touch method operation. Dual registers, with speed and 
~kecuracy for computing in either register independently, 
,) 
| 


' txecutive Desk Style A 6260 FB 


® Steel; width, 59%”; height, 3012”; depth, 344%4” “eye-ease” 
‘inish (grey). Grey linoleum top. Built-in wastebasket. 
‘Double pedestal. Has four storage drawers, inside dimen- 
‘sions 121/16” wide, 527/32” high, and 247/16” deep; also 
{xnee-space drawer equipped with convenient tray; drawer 


', dimensions, 26” wide, 2%” high, and 22%” deep. Vertical 


; le drawer 121/16” wide, 119/32” high, and 241%” deep. 
Ine adjustable partition furnished for each storage drawer. 
Automatic general lock controlled by knee-space drawer. 
Znameled steel reference slides are standard equipment; 
i>other types are optional. 


Have a wider executive desk as well as a secretarial desk 
- in this style. 
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both registers simultaneously or in alternating combination, 
List price, $470. 


Underwood Sundstrand 8142P-13FF 

@ Portable posting and statement machine. Dimensions, 
16” deep x 914” wide x9” high. Same material and finish as 
other models. 

Equipment for the above machine consists of two character 
slides for 22 descriptive symbols; debit and credit shift de- 
vice (prevents tabulation to credit columns when posting 
debits or tabulating to debit columns when posting credits); 
correction key; back space key; subtract key (prints minus 
symbol with subtract items); non-add and total key; credit 
balance total (prints “CR” symbol in red with credit bal- 
ances); repeat key (also used for multiplying); sub-total 
key with latch; 13-inch automatic cross tabulating carriage; 
front feed device; two control plates; injector and ejector 
at right; automatic subtraction; automatic non-print; auto- 
matic month; automatic non-add; automatic paper feed; 
totals and sub-totals printed in red; and automatic column 
selection. Listing capacity, 999,999.99. 

Automatic start and stop motor for electric drive. Touch 
method operation. Automatic carriage control features; sub- 
traction, non-add, non-print, month, cross-tabulation, and 
platen feed. List price, $550. 


Victor Adding Machine Co., 3900 North Rockwell St., 
Chicago. 
Model 6-58-54 
@ Dimensions, 123%4”x72”x7” high; approximate weight, 
14 lbs. Plastic case—cadmium steel. Brown walnut finish. 
Electrically operated. Also available in 10-key model. Easily 
carried. Full plastic keyboard. Adding, substracting, list- 
ing and multiplying. All “live” control keys (except repeat 
key). Total, sub-total, repeat, error and subtract keys. 
Live “gearshift” control. All control keys (except the re- 
peat key) are live keys directly connected to the motor. 
The two gearshift keys, conveniently located off thé key- 
board to avoid confusion, perform four functions: total, sub- 
total, repeat, and subtraction. All printed items immediately 
visible after each operation. No bar or tear-off blade to 
obstruct vision. There is a convenient memo writing table 
for jotting notes on the tape. Tape automatically spaces-up 
after each total, ready for immediate tear-off. 

Quiet, 110-220V—-AC-DC motor and machine enclosed in 
a durable “Silencer” plastic case to eliminate disturbing 
operating noises. Feathertouch operation. One-hand oper- 
ation allows 150-160 machine operations per minute on the 
full-duty electric model. List price, $220. 
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: Art Metal Construction Co., Jamestown, N. Y. 


Art Metal Conference Desk, Style 62C66 
@ Steel. Outside dimensions: 66%4” wide, 2912” high, and 
42” deep. Finished in grey with grey linoleum top; cast 
aluminum trim. Center drawer and two side drawers with 
inside dimensions, 18 15/16” wide, 134” high, and 19” deep. 
Pedestal drawers: top drawer, 203/16” inside width, 213/16” 
inside height, and 261%” inside depth; vertical file drawer 
same except 11” inside height clearance. Knee space, 26” 
wide, and 25” height from floor. Pedestal at right or left 
as ordered. Pedestal drawers have ball-bearing suspen- 
sions. Top drawer fitted with paracentric lock providing a 
private lock drawer and locking all drawers below. 

Center drawer equipped with convenient tray and par- 
tition. Two side drawers plain without partitions for the 
handling of report forms, stationery, etc. 

(Turn to page 62) 
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Gunn Furniture Co., Model S58. 


Wells Office Furniture Co.'s 
V-Line Model 7630. 


} 


Butler Bros.’ Model 24636. | 


Michigan Desk Co.'s Model 4§ 
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) Butler Brothers, Office Equipment Div., 
}| #30 West Randolph St., Chicago 6 
| Model 24636 


@ Executive conference top is used on standard desk base. 
Top is extra large, 77” x 36”, with 9144” overhang for con- 
venience to visitors. Walnut veneer. 


Fletcher Aviation Corp., Furniture Div., Pasadena, Calif. 
Model SP2310 Fletcher Desk 


@ Dimensions: width across working side, 72”; two sides 
>f triangle, 54”; depth from front to point, 44”; height, 29”. 
Materials, wood, veneer, brass hardware, steel drawer 
‘rames. Finish, American walnut. Top standard with cus- 
somary hardwoods used throughout and standard dove- 
| tailed drawers. Drawer framing is of spot welded steel 
construction, providing strength and rigidity to desk struc- 
‘ure and permitting free running drawers under all condi- 
ions; will not warp, shrink or expand with weather changes. 
etal base is detachable and is finished in rust-proof black 
bnamel. Knee space and leg room generous. The front of 
‘he desk is recessed so that an individual can sit up to the 
iesk more comfortably. All exposed surfaces are matched 
wood veneer, highly finished. 
' A de-luxe executive desk. Because of the three sides a 
hore complex application and flexibility is made possible. 
Readily adaptable to any type of floor space. Although 
there is 72 inches of usable space on the desk it consumes 
10 more than 54 inches in a room. In multiple installations 
: four triangular Fletcher Desks take up no more floor space 
han three conventional type desks. The working area of 
the desk is as large as that of an ordinary desk with addi- 
‘ tonal space at the forward corner for mail tray, lamp, etc., 
_ vet everything is within arm’s reach. In a conference six 
' Jeople can sit around the perimeter of the desk and each be 
*quidistant from the center, yet the person sitting behind 
he desk has a private area. The center drawer is recessed 
,/ tnd so designed that when opened about an inch the locking 
chanism on all other drawers is released, permitting the 
herson sitting at the desk to open all the drawers without 
moving out of position at the desk. 
|’ The triangular shape of this desk distinguishes it from 
bther executive desks on the market today. The SP2310 
, nodel differs from other Fletcher models due to solid wood 
luting at the three corners and larger ring hardware. 


iia 


| blobe-Wernicke Co., Carthage Ave., Norwood, Cincinnati, O. 
| jtreamliner, Model 7-M-60 


® Steel. Newest model; dimensions, 30%” high, 60” wide, 
_ $238” deep; finished in seal grey or green (bases are finished 
nm dark green to match green linoleum top. All outside 
tdges of desk are smoothly rounded to protect clothing. 
Should the user desire, the large filing drawer may be 
thifted from left to right pedestal, or from bottom to top; 
j ll pedestal drawers are interchangeable; all drawers oper- 
}, ite on the same kind of floating roller suspension found in 
‘he Globe-Wernicke filing cabinets and are equipped with 

vertical partitions and follower. Drawers can be used for 
‘iling letters or legal size folders. Live rubber bumpers 
| ushion the closing of drawers, making them not only silent 
yut easily opened and closed. 

The locking device operates from the center drawer, and 
ontrols all pedestal drawers. The pedestal drawers cannot 
|»ecome accidentally locked, but if left open after center 


lrawer is locked, they can be closed and will engage auto- 
naticaliy. 


We 
| 


}ounn Furniture Co., Grand Rapids, Mich. 
tarline Series—S58 


' » 58” x32”, adjustable height, as low as 29” to as high as 
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(From page 60) 


304%”. Wood is comb grain oak or combination walnut; 
light engineered finish reduces eye strain. Full extension 
drawers. All pedestal drawers are equipped with full ex- 
tension device. No sagging, no tilting, drawer operation 
positive and easy. Entire contents of drawer completely 
accessible. 

All single pedestal drawers full 6” deep (inside measure- 
ment), provides room for filing 5” x8” cards with any kind 
of tab. Extra space also for ledgers, books, supplies, forms, 
and other accessories. The 58” flat top desk contains almost 
8 cubic feet of drawer space. Adjustable drawer partitions. 
Instantly interchangeable drawers; no tools required. The 
double-depth drawer fits the space of any two single draw- 
ers, top or bottom, left or right. The recessed back panel 
permits visitor or secretary the use of desk top without 
disturbing user’s activities. Fully automatic locking device. 
Drawer pulls and slide knob are recessed. 


Hoosier Desk Co., Jasper, Ind. 
Executive Conference Desk No. 1575C. 
@ Wood. Size, 75” x38”, having a 9” overhang of top at 


both ends and at back. Furnished with sled runner base. 
Height 29” adjustable to 30%”. Flush panel construction, 
using 1” thick, 5-ply end and back panels, 1%” thick top 
with concealed band, moulded edge. File drawer operates 
on fibre rollers for ease of operation. Drawer pulls are 
French Chrome finish with black trim. Walnut exterior. 
Also furnished with a 9” overhang at the back only, making 
the overall size of desk 58 x 38” when used with overhang 
at back only. Also furnished with a regular top, which 
would make the desk size 58 x 30”, considered a space-saver 
executive desk suitable for professional offices and small 
executive offices where space is limited. All three models 
have the same base. Has deep file drawer near the top of 
the right pedestal. The file drawer operates on fibre rollers 
for ease of operation. Locking device is installed in the 
knee space drawer, controlling all of the drawers in the 
desk. 


Indiana Desk Co., Jasper, Indiana. 

The 3000 Line R 
@ Wood, Sheraton style. Three lengths, 72”, 66” and 60°; 
width, 36”; height, 30”. All exposed parts are American 
black walnut. Drawer sides, drawer backs, and drawer 
bottoms are also walnut. Structural interior rails are native 
hardwood. The top is 1%4” thick, 5-ply, faced with figured 
quarter striped walnut, with moulded edges. Drawer fronts 
are 1/16” thick, 5-ply, faced with walnut. Drawers are 
dovetailed all around; the 3-ply %4” walnut drawer bottoms 
are fully boxed in. Drawer bearers and guides are built to 
prevent sticking yet to fit snugly. Lower drawer in right 
hand pedestal is double depth, equipped with vertical filing 
device. The center drawer is fitted with a pencil and pen 
tray. 

S-ply desk slides ride on top of the upper drawer sides 
to make it firm and rigid. End and back panels are % 
thick; 5-ply, veneer same as top and drawer fronts. 

Leg posts are paneled and reeded. Pedestal drawers are 
locked automatically by center drawer which is equipped 
with a pin tumbler brass lock. Pulls conform to style of 
desk and are finished in antique English. Care is exercised 
in finishing this line; first treated with a sealer, then sanded, 
coated with a fast color water stain and again sanded; then 
given another sealer and again sanded, then two coats of 
very high-grade clear lacquer, sanded between applications, 
then water rubbed to a smooth egg-shell gloss or a polished 
finish. Dull waxed finish on special order. 

(Turn to page 64) 
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EXECUTIVE 
DESKS 


(1) Globe-Wernicke's Streamliner, 


Model 7M60. 


(2) Indiana Desk Co., Model 
3013!/. 
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(3) Hoosier Desk Co., Model ;! 
I575C. 5 


(4) Jasper Desk Co., Model « 
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i! The Jasper Desk Co., Jasper, Indiana. 


odel 6F66 
'@ Wood. New modern island base desk for the executive. 


Dimensions, 66” x 36” in the four-drawer style made of wal- 


i nut throughout with 58” heavy panels and an inset back. 


‘Deep drawer is equipped with ball-bearing suspensions. 
as adjustable cup glides, permitting height adjustments 
cod 29” to 3012”. Recessed type pull is used. The line is 
zomplete with double and single pedestal desks, secretarial, 
‘drophead typewriter desk, phone console, costumer and 
fnatching tables in various sizes. There also is a conference 
type desk with overhanging back and sides in the 78” x 38” 
‘size. 
; Later the line will also be produced in rift sawn oak with 
a distinctive type finish, but at the present, it is available 
in walnut only. 


Leopold Desk Co., Burlington, Ia. 
jtreamline, Model SL-972-4 
j@ Dimensions, 72” x 36”; walnut; standard walnut color. 


Consultation type desk. Also available in 66° x36". Ad- 
justable height. Finish baked on. All rounded corners. 
Drawer interiors are finished, with drawer construction en- 
gineered for smooth and easy operation. Drawer pulls are 
‘rushed bronze. Locking mechanism on long drawer con- 
trols locking of the pedestal drawers. Special convenient 


jetter file. 


EXECUTIVE DESKS 


(From page 62) 


The end pedestal is protected from scuffing at the bottom 
by a band of linoleum. Designed to allow ample leg and 
toe space beneath desk for any possible conferees. List 
Price, $280. 


Michigan Desk Co., Grand Rapids, Mich. 
Model 458 Semi-Executive Desk 
@ Wood desk. Dimensions, 59” x 32” walnut top (also avail- 


able in guartered oak); plywood and solid parts; cast metal 

drawer pulls, steel automatic locking device controlled by 

center drawer. Drawer interiors are finished and sanded. 

Execu ive desk will be available in early part of new year. 
Model 458 lists at $154. 


C. G. Morgan Co., 4616 North Clark St., Chicago 40. 
Circladesk, Executive Model 

@ Plywood. Dimensions, 44” x 66”. Choice of finishes: wal- 
nut, mahogany, maple, oak, or enamel in various colors. 
Significant features of construction are circular shape, use 
of compartments in all sizes rather than drawers; also fact 
that user sits inside desk and is surrounded by working 
area. Special pull-out dictation slide. 

Shape of desk furnishes much larger working area sur- 
face; compartments put all types and sizes of stationery, 
forms, directories, papers, data at user’s fingertips but do 
not expose them to gaze of casual visitor. Circladesk takes 
up less space Because chair is drawn into working space 


Leopold Co., Model SL972-4. 


EXECUTIVE 
DESKS 


Art Metal Construction Co., 
Model 62C66 
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and makes possible closer grouping of desks than with reg- 
ular desks; no extra space required for chairs. 

As yet no list price has been established. Expect to be in 
production of this desk in 1948. 


Security Steel Equipment Corp., Avenel, N. J. 
Security Crestline Executive Island Baze Flat Top Resk, 
Style MSF-60 
@ Steel; 60” wide, 29” high, 32” deep; auxiliary base makes 
it also available in 3042” height. Aluminum trim all around, 
blending corner caps, and functional hardware. Litetone 
finish (grey) giving a minimum of light reflection. 
Gliderball suspension in letter drawer, with Full-Use 
Extension feature enabling file drawer to clear the pedestal, 
gives easy-to-reach filing space. Desk has a gentle roll on 
all four sides. Auxiliary island base is easy to attach, rais- 
ing height to 30%”. 
List prices delivered to nearest railroad point: Zone 1, 
Eastern, $118; Central, $130, Western, $141.50. 


Wells Office Furniture Co., 725 South LaSalle St., Chicago. 
V-Line Desk No. 7630 
@ Wood desk. Dimensions, 60” x 34” x29” (also available 


Letters To 


“Office Overhead Must Come Down" 
EDITOR, Office Management & Equipment: 


In your November issue I noted the article by 
Mr. P. H. Littlefield on the subject, “Office Over- 
head Must Come Down.” 

It is true that office overhead will have to be 
reduced ; in fact, it should be kept at a minimum 
at all times. I have no quarrel with that state- 
ment but Mr. Littlefield’s comments to the effect 
that the department heads and office managers 
will not take intelligent steps necessary to reduce 
office operations reveals one of two things—either 
he is inadequately supplied with office managers 
who are aware of their responsibility or he does 
not know his men. In view of the stature of the 
company with which Mr. Littlefield is connected 
it would seem to me that probably the latter was 
the case. 

The three reasons Mr. Littlefield gives for their 
not working for the best interest of their com- 
pany are to my mind rather fallacious. What I 
would like to see is another article by the office 
managers of his company in which they would 
be given the opportunity to outline the many 
things they have done to reduce office overhead, 
the many improvements that they have made in 
plans and methods, or a statement relative to the 
resistance they have met in their effort to change 
office precedures to the advantage of the company. 

J. F. BLAIR 


Assistant General Auditor, 
Chicago, Burlington & Quincy Railroad Co., Chicago. 


[ Mr. Littlefield read his article to his company’s 
office managers—and they approved it. EDITOR]. 
EDITOR, Office Management & Equipment: 

All file supervisors will say “Amen” very loudly 
to the article by Mr. Littlefield on cutting office 
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in 66” x36", 72”x36” and 80° x40”); 1%” 5-ply quart 
sawed white combed grain oak, banded with 1” x14” sc 
white oak, refined half-round; natural oak finish. V-ty 
base permits people to sit comfortably at all sides of de 
this is particularly so with the overhanging top of the 80’ 
40” desk. Tables to match in corresponding sizes are availa} 
for the various desk sizes. Price of the 60” x34” x29” 
$145 list. 


Yawman & Erbe Mfg. Co., Rochester, N. Y. 
Style-Master Executive Desk 4986.1 


@ Steel with linoleum top. Dimensions, 66” x 34” with kr 4 
space width of 275s” and height of 30%”. Finish No. ( 
Neutra-tone grey. All rounded corners; rigid constructi 
throughout; simplicity of maintenance, easy to clean und» 
washable oven-baked enamel finish, washable linoleum t# 
Card and vertical drawers operate on easy action progrt 
sive slides for ease of operation and quiet performance. C 
width drawers provide 30 inches of filing space in ez 
vertical drawer. Recessed box type bases. Price varies | 
different seciions of the country according to zone. 


The Editors 


overhead. Duplicate files, personal files, multiy? 
carbon copies—these items pile up expense. 
addition, a shortage of folders, paper, or file cal)’ 
nets slows up procedures which require these ¢ 
tra items of overhead, thus burning the candle | 
both ends. 

Extra carbons have always been the bane 
the file clerk. Here is one confidently sent to fil), 
for permanent filing: \ 

“Please do the necessary on the attached.” 

What “the attached” was, deponent saith nt! 
yet the writer wished it to be deposited in ¢’ 
files. Three carbons were made of this weigh! 
communication, all of them to be filed. When)’ 
asked the stenographer why, she said, “Mr. X tc’! 
me to make three carbons of everything.” ' 

Another thing I have never been able to unde 
stand about office procedure is that after a gre’ 
deal of money has been expended on file equi, 
ment, not to mention the salary of a capable f 
clerk, the files are not made use of as they shou 
be. Material is kept in desk drawers, on tabl 
or almost anywhere, “so as to be handy.” T 
time wasted by the file clerk, or the executive, 
hunting for these “handy” papers has never be 
valued, but it should be. An untold amount | 
unproductive time is being paid for in this we 
and by the same token, the money spent on f 
cabinets is wasted if they are not used for t 
purpose for which they were bought. 

A good while ago, one of the bright executiv 
who eliminate personnel, and thereby overlo 
the remaining clerks or slow up production, ¢ 
cided to save paper by using the back of his i 
coming letter for the reply. Far more economic 
would be the elimination of useless carbon copi 
It would save filing time, carbon paper, and t!! 
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| JUNIOR 
EXECUTIVE 


vf Swivel 


No. 626 
Sturgis 


Arm Chair 


No. 626— Sturgis "Follow- 
Flex” Back Rest follows 
“every movement" of body. 
Firm yet flexible. 


‘| * An advance in design and construction for “every 


} movement” ease. 


. * MODERN! 


* Your business assistant and department heads haven't 
experienced all the possible satisfaction in a business 
chair until they have sat in this new, sturdy, comfortable 
chair for factory and general office use. 

* See it today at your Sturgis dealer's. Or write for name 
of dealer nearest you. 


THE STURGIS POSTURE CHAIR CO. 


Sturgis, Michigan 
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paper itself. And in these days of paper short- 
ages this seems to me elemental. But unfortu- 
nately the elemental items of office management 
are too frequently the one to be overlooked. 

I agree heartily with Mr. Littlefield’s convic. 
tion that reforms of this sort must originate at 
the top, not only because power is concentrated 
there, but because too often the top executives 
are not familiar with what goes on a few rungs 
down the ladder. Delegation of authority is all 
very well, but the matter should not rest there. 
A system of checks and balances to insure proper 
execution of instructions, proper use of the au- 
thority delegated, is necessary. If the top exec- 
utives would now and then visit the telephone 
switchboard, or the filing department, or any 
other section of their organization and actually 
view with their own eyes and minds what these 
departments are trying to accomplish, and find 
out whether the procedures actually enable them 
to accomplish their objectives or whether they 
retard their efforts, I venture to say that a great 
many cherished procedures would be changed 
forthwith. 

Mr. Littlefield’s article is to my mind a piece of 
realistic thinking which I hope will stimulate 
other executives to do a little on their own. 

IRENE MCFARLAND. 
Filing Association of New York 


Which Machine? 


(From page 32) 

needed, there are three types from which to 
choose. In one, all items entered are accumulated 
in two or more registers and, when a total is 
struck, the accumulated amount clears out of 
only one register. Subsequent entries are again 
accumulated in both registers. In the second type 
of multiple register machine, only certain items 
are accumulated in each of the registers, the con- 
trol being exercised by the operator. In the 
third type it is possible to transfer amounts from 
one accumulating register to another. 

6. Is true credit balance necessary? Where 
there are applications involving both addition and 
subtraction a true credit balance machine should 
be considered if the answers are frequently neg- 
ative ones. 

7. Can a split keyboard be used to advantage? 
_ Split keyboard machines normally have 10 or 
_ more banks which it is possible to split so that 
_ number depressed to the left of the keyboard will 
print but not accumulate. Numbers depressed to 
the right of the split will both print and accumu- 
late. Shifting a lever restores the keyboard to its 
normal status. Another variation permits adding 
on the right side and securing an item count on 
the left in the totaling cycle. 

8. Would dates or symbols be desirable? While 
these items may not be of help to the operator, 
they may facilitate checking operations occurring 
in subsequent operations. 

The items listed above do not represent the 
complete list of items which might be included. 


(Turn to page 68) 
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Sheaffer Sofeguard with Sheaffer Safeguord with Fineline Sofeguord with Fineline Sofeguord with 
reploceable, semi-flex- replaceable rigid 14-K replaceable 14-K, Iridium- replaceable Stoinless 
to ible 14-K Point. Gold Point. Gold filled tipped Point. Stainless Steel Point, Iridium- 
ed filled plate on base. plate on bose. steel plate on base. 
is 
of b 
mn SAFEGUARD FEATURES Everyone in the office, from the mailboy to the presi- 
= Practically Unspillable dent, will welcome the advantages of the Sheaffer's iy 
' , . i [ 
“ Pen Writes Pages Before Re-dipping Safeguard Reservoir Desk Set. More important, every ! 
a Is Necessary one in the office will do better desk work with this 
Personal Point Selection on All Models Rp, Se Sent eee. ret: 82: 
re bf . * . . . . . 
id Capacity for Full 2-oz. Bottle unique principle of capillary action, is always moist | 
Id | of Skrip and primed for smooth writing action. An exclusive | 
g- interior design reduces costly fluid evaporation to an iy 
2 absolute minimum. And even when tipped or com- % 
or | pletely overturned, fluid is unlikely to spill out of its” 
~ | W. A. SHEAFFER PEN CO. oe attractive, durable base. What other desk set gives. 
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u- “Gentlemen: tages? Sheaffer's invites you to try the Safeguard on 
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pet period. the page. Do it today. 
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‘KIL-KLATTER absorbs shock 
4 .+Makes fast typists faster 


KIL-KLATTER reduces noise 
4... Increases office efficiency 


| Kil-Klatter enables everyone in the office to finish 
,imore work with less wear on the nerves. Dent- 
| Iproof top, skidproof bottom. Fits all typewriters 
‘land many other office machines. 


‘IMMERICAN HAIR & FELT COMPANY 
iy The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


KIL-KIATTER © 


THE SCIENTIFIC TYPEWRITER PAD 
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They are presented only to illustrate the type of 
questions which it is believed should be asked 
when any application involving the use of adding 
machines is being studied. Check lists for other 
types of office machines can easily be constructed 
along the same lines. 

It may be contended that this approach is too 
elaborate and time consuming. However, in 
weighing the merits of this type of approach, it 
should be noted that once the data concerning the 
features of the various makes of machines is se- 
cured, it is a relatively simple matter to keep it 
up to date. Furthermore, there is a complete file 
of extremely valuable information available for 
reference whenever needed. Of far more im- 
portance, however, is the reasonable assurance 
offered that the right machines will be purchased 
to achieve the desired economies in operation. 


Office Work Simplification 


(From page 36) 

your operations; attain maximum manhour pro- 
ductivity; standardize, systematize, and simplify 
all of your clerical and administrative proce- 
dures ; and improve the overall quality of the serv- 
ice you are performing. It is not complicated or 
expensive to install. 

How do you go about it ? 

If your office is a small one, you may want to 
utilize the services of a consultant—a work simpli- 
fication specialist—to train your initial group and 
get the program rolling. But in any case you 
will want to select an individual in your own or- 
ganization to carry the ball and keep the program 
alive. This should be a staff function delegated 
to some alert individual whose training and per- 
sonality qualify him for the work. [See note at 
end of article. ] 

Your work simplification director, or coordi- 
nator, or advisor—whatever you may elect to call 
him—must now be educated in work simplifica- 
tion practices, for he should be fully qualified to 
train all of your supervisors and also act as a 
technical consultant to them on work simplifica- 
tion projects. 

The universities are beginning to offer work- 
able programs for training your program direc- 
tors. Until recently the big problem has been to 
find a way to spare the man for a period of three 
to eight weeks of residence study. Dr. Barnes 
offers a summer course at the University of Iowa. 
Allen H. Mogensen, often referred to as the 
“grand-dad” of work simplification, conducts an 
annual conference at Lake Placid, N. Y. Both of 
these short courses have been extremely produc- 
tive in cases where it was possible to find time to 
be away from the office for the required period. 

In the spring of 1947, Professor David B. 
Porter, at New York University, introduced an 
entirely new formula for work simplification 
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| NEWEPatented Dispenser Box” 
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WONT CURL, | aha. j REA ST 7 | 5 | 
A 50 EASY To Use. ,€ hs £ f 
y ee =) Ae 
e- : \ 
J- . 7 \4 
. | Give You All These 
' Advantages! 
i- FANFOLD GUMMED __} 
d LABELS, longa favorite for | 
u labeling file folders and | 
- many other uses, now come | 
n to you in an exclusive | 
d modern package with | 
‘. Patented dispenser box e Can't takes erasures e Quick-stick Cellophane window-end 
t roll, tip or spill ¢ Cellophane =e Can’t curl or stick together e for quick color selection 4% 
window-end for quick color se- Rolls into typewriter ¢ Folds and with patented pull- | 
. lection ¢ 9 colors for filing clas- back into box. out tray that enables you 
1 sification « Fine bond paper to feed up to 500 labels 
- continuously into the 
0 _ typewriter. 
a —_ 
‘ c-" See them FANFOLDS come in 9 
| ler colors—and secretaries or 
r \ at your dea e Dei file clerks, here’s a tip for 
.- \ ure these mod- inet zd =. y} you. For flash-finding of 
0 V  stationers now featt ay them in | Ad we Wi \ file folders, use different ‘' 
e . on time-savers— SP LD om i a\F{, Z Sa | colors...whiteFANFOLD  ' 
s 1 {his container. So ett MT ao tit S\ LABELS for letters, blue 
‘ 1 LABELS today. amazed how j~| FANFOLDS for bills, ca- 
. De, and 708M voris out of Solder nary FANFOLDS for con- 
1 they yew ay -_ tracts, and so on. 
f 1 a The Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 
: be - Wernicke 
Visible Record Systems 
. lo Q ee! Q rn 1¢ Q Office Furnitere 
. | ‘ee eae . 2. . .. someeheness 
n - FANFOLD GUMMED LABELS. Stationers’ Supp 
n ; 
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15 Standard Sizes 


from 43/,” x 6” to 17” x 14” 
SPECIAL SIZES TO ORDER 
FASTENERS 23/,” to 81/.” Centers 


HERE IS A SIMPLE, inexpensive Storage Binder 
ich makes reference to stored records easy 
und quick. Records in bulk are hard to handle 
- - hard to file for ready reference. Wabaco 
Binders subdivide them into easily handled 
groups which may be neatly backed with tape, 
‘land indexed as shown, for storage on shelves 
ior in drawers. May be stacked either flat or on 
edge. Bound by months, they may be easily 
\ earried from storage to reference use. Binding 
| prevents possibility of loss, and all papers are 
‘always in exact order, saving time. Ask your 
Wabash Dealer about Wabaco Binders today. 


Widher Sh, WACAS IR DIAMA 


OFFICE MANAGEMENT AND EQUIPMENT 


training that seems to offer the best answer to 
training busy office executives. The pattern of 
this program is built around a Management 
Round Table which meets for eight hours every 
Monday for ten weeks. It is a highly concen- 
trated capsule which is presented in a practical 
and workable manner. The group is limited to 
about a dozen men, each of whom has responsible 
operating duties back at the office which he han- 
dles during the balance of the week. 

In addition to Professor Porter, a real pioneer 
in motion study training, the staff consists of 
Professor Mullee, formerly Chief Industrial En- 
gineer of American Hard Rubber Co., and nine 
practical training directors, executives and in- 
dustrial engineers who are actually using work 
simplification programs in leading companies 
such as du Pont, Eagle Pencl, and Bigelow 
Weavers. 

The Third Round Table 

The second Round Table, fully subscribed, is 
now under way, with a group of conferees from 
well-known companies in New York and neighbor- 
ing states. The third of the series of Manage- 
ment Round Tables will begin in March, 1948, 
with March 3rd as the opening date for the 
Round Table on quality control and March 15th 
for the Round Table on work simplification. Full 
information can be had from Professor David B. 
Porter, New York University, University Heights 
53, New York. 

The Real Problem 

After you have a man on your staff who knows 
work simplification and knows how to train others 
to use it, you will be able to go ahead with a full- 
fledged program which will almost certainly pro- 
duce results which you would consider fantastic 
by present-day standards. Perhaps you too will 
conclude that the real problem you have today 
is not inferior personnel but the development of 
methods that will enable you to attain maximum 
utilization of their time. If you do that, you will 
get better results with today’s crop of employees 
than you ever obtained with those of any other 
year. This is no wild prediction. It is based on 
the actual experience of progressive organizations 
which are training their supervisors in work an- 
alysis, improvement, and management. 

The man standing at the open window tossing 
handfuls of dollar bills into the street below is 
indeed a perplexing figure. Make sure it isn’t 
you. 


The author will be glad to answer any specific 
question readers may have regarding the selection 
of personnel to be trained and other phases of the 
subject. Inquiries may be addressed in care of 
the*Editor or directly to Jerome Barnum, Train- 
ing Advisor, Bigelow-Sanford Carpet Co., 140 
Madison Ave., New York. 


December, 1947 


. TR ye ime (2G (See a iy orden 3s Rn re CER Ry i ae ae «ghee 
=e j . 
eri 
coh j 
= 
" ae | eo : 2; i. ; ee: 183 
ae |! . Poo 4 ee ; ee = 
a ap | ' ea - te ss i * by * } , 
aa { os a i Be Ss 
ey | ee . we Fs: i. 
; q - aim 4 i ~f .* “ 
Pret: i a . Miedo it . _— , ¥ 
=e a Oe % Kc ‘ si ae » Aa 
a : | || [a ‘ . se “ea ee 
cre ih ? 2 . - Y 
ae it , fd f PA 7 = f 4? 
2 | : -. ii as 
il a t -* > a> — 
ij z | = ‘ a. sia ine i Od 
- Bey St aes ws cn a 
5 Oe ind ee 
— rs <<. - ee 
a — | Sree ere Foun a 
4 — i Suee og 
——— Ri 
a | | ss Z Rae ls 
ie: J al 3 ec 
a | , ——— |. 6 
oe ‘ +H A a Be fo ae 
ee f er Wins ie Sh es ee 
og eet Q K as 2 
—— RoR — .  o- 
\ a a S a OE te i 
ay. | \9 ee ae 
ae he ao 
«Re ya ae 
pee | eet See pe 
ae | ae Q . ee : 
ae Ss ae 3S XQ fee ty “se 
22 ae Q . oe 
: a a ae rt 
— mF Se c a, a 
Pe ! te eo: ; ps i Z 34 a By eer 
‘ m2 ee ae .. * 
. eer ; ? 6 ge 
an cs ‘ / eae if > mo P ‘ x a ‘ < (lia ale ao - 
mg x | ' 4 5 a = i ’ i pies . ee eo ? 
a 3 mo he ; ; a 2 By 
A . | F Noo eee ae er , 
a ; Mere - , San a ee at ; 
ae iad % <a ie ail a oe a ’ 
a : t - ae . ae a 
- a ‘ Fs / jie 
a ’ oeee eoeee oe. 
a ; ees! ’ 2.7 2 
te it ws: 
tae ri igs a 
Ree a ss a 
“Gee ' see ~~> ae 
= ‘ s SI < ois 
a ; he 0 eae 
* ; : bs pe 
e. re ig | | 
ae 
|: ie a rh elie 
a aa - 
. , ee 
fe? ia oe 
7 sy a , a 
] ee 
Th a 
as ae cae 
got - “3 
4 a aie 
— 
oy ee 
> a 
e > a 
; ‘ae 
a. 
oa a a | 
re a 
_ ae 
a eos 
—— 
eh i a 
vee te a +) 
ae a Ey A , ‘ » 
ep, 3; ag Resrriwresormines ||” Z g : 45 #h f EAR PRS Ie Lee eS 
ie ees. | peeks Yahi ¥ ae? % Shami af PELHAM RAE ELLER IOS Sia: ia y 
idee: Hi is fe Ot er ip vA fete? -* ~ es by re do8s, Wiens Sos Ne kN 
— |e Peep oer ee ee ee 
fe a + 2 ho! ne Oo ig ge ee OS 
ne | a a eg a ae | 
3 oa se LT Aig Petar 
, a } aa ede oe : 
i eal : ue Pe. at [+ Mate: - Ree ee 
Ne * ue ‘ ; 
+ geste . 
: a al i j 
ae i 
— ee a 
a “oe 
ae 
ao ee eae So ae iia ae. ee Sura atari o ; pee ie = 0 Ne nS ll Se a Py ss 
: q ie : ae Pay ee eee ak ye Pie ee 
. — (oe a — |) ae Ba OO ee ae ee a oe 
a ia Pals Pe, oe se (GA eo) fae © Comer ae, aan Be etl oe a hee : = et te 


~ Kodali 


Eastman Kodak Company 


announces 


Reproduces beautifully . . . 
uniform, easy to handle 


Here it is... the new Kodagraph 
Contact Paper . . . the big new plus in 
photocopying (reproducing x office papers, 
charts, drawings by contact photography). 
Kodak-made, it reproduces be: autifully—dee 
black on brilliant white. It’s easy to handle-| 
has wide latitude in exposure, development. |} 
On highest quality 
paper base, it lies 
flat... takes rough 


Conta ct Pa per usage, is long-lasting. 
It’s dependably 
uniform—same 
exposure, same 
development, from 


package to package. \ 


’ Look into Kodagraph Paper now 

Can be used with your present ... descriptive booklet FREE 
contact photocopying equipment 

To get the plus benefits Kodagraph Paper offers . . . to get 
Nothing new to buy... to learn... to something you can put into the hands of your photocopyi ing } 
bring the big new plus of Kodi agraph unit for efficient follow -through—write for our free booklet, 
Paper — rich contrast, wide latitude, “The Big New Plus.” 
flatness, long life, unsurpassed uniformity 
—to your photocopying. Kodagraph 
Contact Paper can be used in your 
present photocopying equipment. 
It comes in sheets and rolls, two 


weights, in every standard size. FREE — Kodagraph booklet 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— 
the booklet that tells the story of Kodagraph Contact 
Paper in photocopying. 


Name 


(please print) 


Department 


Company 


Street 


City State. 
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FILES} | 


STEEL FRONT MODEL 


With steel front and rim, fo: -ervicing your 
more active transferred papers, and for front sere 
office appearance. They stack and lock into solid 3 Card 
batteries that look just like your current files. ; 


STEEL CLAD MODEL 


This file has the same steel collar on the shell 3 
and the same simple drawer assembly as the Steel d aes tte! ie 
front model, but is lower priced because of the eo Cerne 
economy of the board front. = - a Fie 


STANDARD MODEL 


The all-corrugated board file, that gives you 
the same instant reference, at rock-bottom cost. 
No steel front, but plenty of service! Both models 
made in 12 sizes, for all commonly used office ae ee 

Buy Oxford Files from your office supply pee ; . 
dealer, or return the coupon, for descriptive cir- ; 
cular and prices. 3S 


, a 
rT 
A 
e 


lf 
¥ 


Oxford Filing Supply Co., Inc. — at Lal ; 
344 Morgan Avenue, Brooklyn 6, N. Y. -— 


Please send circular and prices on 


Oxford Files 
Company —E Ghecks of Voocher 

e chs Youc! 

= ing Card 


Address ee 


Name of Individual 
BSR SMSF eee ee 8 
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Week after week, year after year vast radio 
audiences listen to the same “line” of favorite 
performers. They prefer familiar things that 
are good. They resent unimproving change. 


Cesco Modern Loose-Leaf, like radio, is a line 
that repeats. Many Cesco customers date back 
twenty, thirty—some, nearly fifty—years. Be- 
cause Cesco design is modern, Cesco manufac- 
ture is efficient, Cesco prices represent good 


value, Cesco service is dependable. 

In addition to the standard loose leaf numbers, 
there are available many distinctive items not 
available from other sources. For instance, no 
other manufacturer offers such a wide and com- 
plete range of Visible Record Equipment. It is 
unequalled for consumer appeal. 


Ask for the current Cesco Catalog and be con- 
vinced. 


THE C. E. SHEPPARD COMPANY 


4409 TWENTY-FIRST STREET 


December, 1947 


LONG ISLAND CITY, N. Y. 
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TYPISTS 


EENRITE 


Be ye 
G00D 


The famous paten- 
ted “Carbon Grip- 
per” in every box 
of Codo Super- 
Treated, Super Kote 
and Keen Rite. 


oO oe ae York | 


Factory: Coonaelllle Pa. 


-~ 


r- 
OFFICE MANAGEMENT AND EQUIPMENT 


Employee Attitudes 
(From page 46) 


We were immediately confronted with two 
problems, the first, “Should we publish the re. 
sults?” and second, “What steps should we take 
as corrective measures to improve morale?” 

We decided to print the results serially in our 
house organ and most of the pertinent questions 
and answers were published. 

Corrective steps were taken and are still be- 
ing made. For your information, I will mention 
a few. 

Security of income, in case of extended illness, 
was very much a concern of hourly paid workers, 
so a study was made of sick leave plans and 
health and accident insurance programs. The 
latter was chosen and a tailor-made health and 
accident plan was provided entirely at the com- 
pany’s cost. 

The answers to many of the questions indi- 
cated the respondents were uninformed or mis- 


_informed concerning the insurance program and 
other personnel service features. This meant that 
| our orientation program needed checking and that 


new published information on the subjects was 


needed. 


A series of meetings was scheduled for all 
members of the organization, with thirty 1o forty 
in attendance at each meeting. Such meetings 
were held during working hours and the first 


_forty minutes were devoted to an explanation 


of the following services: insurance (health and 
accident, hospitalization, surgical, group life and 
retirement annuity), unemployment compensa- 
tion, social security, medical benefit, athletic and 
club programs, library, vacations, holidays, plant 
parties, service awards, etc. 

After a ten minute recess, a complete explana- 
tion of the company organization chart was made. 

It was indicated that most individuals did not 
have a manual or booklet of explanation regard- 
ing Meredith’s and its services. This prompted 
considerable activity along this line and now we 
have placed in the home of each employee a new 
manual, “This is Meredith’s”. This, of course, is 


_ also given to each new employee during his in- 
_ doctrination period. 


Because of the results of the survey, many 


| other changes were made and new plans, pro- 


_cedures and policies are constantly being consid- 


ered. Some other changes now made are men- 
tioned to show the scope of survey only. These 
pertain to 1. Cafeteria service. 2. Christmas 
party. 3. Medical service. 4. Wage adjustments. 
5. Delegation of duties. 6. Training program. 
7. As a guide in policy formation. 8. Safety work. 


(Turn to page 78) 
December, 1947 
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SOLVED BY Rocka 


Problem: What to do about the many squore feet of valuable floor space 
stolen every day by the open drawers of conventional filing cabinets? 


Solution: Rock-a-File! 


Yes, Rock-a-File is the answer to 
wasted filing space because its rev- 
olutionary side-opening compart- 
ments project only slightly when 
open! Actually Rock-a-File pro- 
vides the same filing capacity as 
ordinary files in less than two-thirds 
the floor space! And all Rock-a-File 
compartments can be open at the 
same time—can remain open if 
desired—permitting two or more 


<@ Send for free descriptive folder 


A Nationally Advertised Product 


December, 1947 


persons to file simultaneously. 
Rock-a-File means not only 
space saved, it also means easier, 
faster and more efficient filing. 
Compartments “rock” open and 
shut effortlessly at finger touch— 
no heavy pulling and shoving— 
no noisy banging drawers. Get 
complete information about mod- 
ern filing with Rock-a-File today 
—ask for free descriptive folder. 


File 


SS 


Setetataet 
Sst 


Here’s How Rock-a-File 
Solves Filing Problems: 


COMPLETE ACCESSIBILITY — Entire 
contents accessible to two or more 
persons at once. All compartments 
can remain open. 


TIME SAVING—Open compart- 
ments do not block access to others 
in cabinet. No waiting to get at 
contents. 


LESS TIRING—Perfectly balanced 
compartments open and close effort- 
lessly ot finger touch. Fewer open- 
ings and closings. 

TOPPLE PROOF—Open compoart- 
ments project only slightly— gravity 
center always within framework. 
ECONOMICAL— Supplies last 
longer. Folders 
slide in and out 
sideways. No 
more mutilated 
tabs, indexes, 
guides 


ROCKWELL-BARNES COMPANY 


Specialists to the Stationer since 1903 


OFFICE MANAGEMENT AND EQUIPMENT 


35 East Wacker Drive 


Chicago 1, Ill. 
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The be amous 


TEMPO FILM STENCIL 


* It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 


} 4 Preferred by operators. 


Manutactured by 


Department G, 


. 
TEMPO INTERLEAVING TRAY 


Now back in production. 
Slipsheets up to 200 


copies per minute. 
Nothing like it on 
the market — one 
demonstration 
will sell any dupli- 
cator user. 


MILO HARDING CO. 


ESTABLISHED 1904 
432 West Pico Boulevard e Los Angeles 15, Calif. 
317 Third Avenue e Pittsburgh 22, Pennsylvania 
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MORE THAN EVER 


QUALITY-MINDED BUYERS 
LOOK FOR OFFICE CHAIRS 


IMPORTANT 


With these 4 COMFORT FEATURES 


@ BALANCED TILTING—designed with a low ful- 
crum to prevent the danger of upsetting .. . 


@ INSTANT RESPONSE—to all movements of the 


body... 


@ FATIGUE-FREE ACTION — assured by scientific 


SENG design... 


@ NO SQUEAKING—silent, smooth operation . . . 


The SENG Style V 
Chair Action Control 


—offers each of these vital perform- 
ance features that provide increased 
working efficiency, plus the quality of 
craftsmanship and materials that add 
up to lasting service and customer 


satisfaction, 


Stl 


1450 N. DAYTON STREET 
CHICAGO 22, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 


December, 1947 


a . ae a i See :. Ce 7 “ike tile) oe Aad = a ere): oe =. Se ee er ae ayo) ae 
a 
- Ee 
rs: : j 
en, 
ice | 
a. Bn " epee 
|! Pe F “a oS 
cae it y a ey ; 
ay : ae. ee? 
ee i. ! g ro A * 
oe { br ae 4 
ae le { f ——————— << 
“Bea | -Q VR ———,  & —— | 
ee = - é Ss 
‘= hata Vi = AW 7= 
|) ao eis bg te * j } 7 - 
eens a i . a ” aia ‘, <a ; var ~ As VA voll 
ae 4 7 eee ae } ~¢ | r at { ——— 
_ Sy i, < =—— 
a a: . ee OS eS 4 >) — 
Pe. A peti a oh +e ‘ = a 
= | : wu 0 a oe 2 ' 7 — 
a | re ‘h. — Di: r , ; — 
a es + 4 a 7 " ee . or : = Vie — 
W bie a a Ss le = } — 
¢ 2 “a } i eae J ee Pat hae - = = =. i 
eae | ¥ i $ | ;... =n — <F i 
Way ae FL 4 —— | i) =. ee I : 
es ie i & — — é [ S 
a a { 7 . . — i x: peal } > “4 7 fe 
 —- j J, ) iawKr __—— a ——s 7 <Z 3 
a j =| ‘ay ie ae 1 | ~ 2 on ——— fe : 
_ yf a —— ae 
7 7 ee, as a _— ———— £ 
a: ee 18 eae ne : — = e— —— 5 
4 i ( a a a a <a = > | = r= tii il 
. oe a he. ee ——— 5 = PY tia. 
™ oo \ ¢ a= ~ | a. qe ; — 7 — Sa | a ae 3 
eke 4 | ; ¥ 7 Cee ~ 
ae i i Diss a se i Eee 
— “TT a ie a ee 
a Pht f : ar pan ae 
Rae a q : » Se 
. iy Sit daa 
a= 7 ; . ; ir i 
a" : ic aa ‘fs 
P (2 sf 
es. ie _ 
le a . 
i 
+) ae i 
i ; cite : 
fg ie. : 
2h ae 
ae 
: lag |! | Po 
° ane 
a SS 
| 6t a 
Bee ae Xx , 
= Ss Rs 
a . a 
= x ee | a © \ 
ve: } ‘ “Se 
ee . | > ,. 
oe | oe Cee 
; Me a / ; we P : Pie A PY 
an me { frat oe i = p 
7 = ee fy t} K oe Pr | : hed 4 
E ‘. i i yd 4 “ a eT apy \ | \ iP . 
a ye 7 4 <4 vee “ i 
i i | aa = ’ 
ar x; a i ‘ ig a ce | hee nad } . { tthe | ‘> 
F see fe 4 be iy ne i mam TTS ~ as 
enn eat ° ° a jc b 
a ra | . . — = |p 
ie ae " v 
0 } Fe 
ce r > Ve 
a & ne ‘ : ii a 
‘a a 
a Ey ‘a | 8) : ie: a ee! : oe 
“h a - “a ef ; H i 
- - a 
—-_ SE a 
* if * bs a i) 
ia a: 
y 
2 eg : — ' : = © : ‘ 
= fe “S 2.3)? ae ee ee ee 
a a es eS ie! not Po a OTE ee, Cem 


ees ge 


~e"esre © SERS" « 


47 


1920-1947 


LETTER SIZE 
16 in. Deep 


(WITHOUT INDEXES) 


3000 L illustrated 


oo F8e eg) 
Li [ 


a 


Coe 
ree | 


Pe. 


aha 


STORE 


=) 


DESCRIPTION WIDTH HEICHT DEPTH SHIPPING WT. 


Se ae 14,7, in, | 30g in. | 16in. | 53 Ibs. 


“. | LETTER FILE DRAWER 

Futuna 3002 | i curroaro 14:3, in. | 30Y in. | 16in. | 50 Ibs. 
: 2 LETTER FILE DRAWERS 
Fetuna 30011 | EACH eouirreD with ocx | 147%; in. | 30Yp in. | 1b in. | 54 Ibs. 
| LETTER FILE DRAWER with lock 


. Futura 3021 ee ee 14,3; in. | 30!/y in. | 16 in. 51 Ibs. 


|| Futura 3000 1 LETTER FILE DRAWER 145, im. | 1212 in. | 16 in. 18 Ibs. 
RA eae |Patuna 3000L | eouinres witn tock 14; in. | 12Ypin. | tein. | 18 lbs. 
| 1S |Pactera 3000S | wimntoe 14s, in. | 122 in. | Win. | 13 Ibs. 


BASE SUPPORT 


5 Ibs. 


ta 
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INCREASE : 
YOUR OFFICE | 
EFFICIENCY 
BY USING 
NATIONAL 
a 
NATIONAL GIVES 
REAL SERVICE AND 
COOPERATION 


Use ~~ 


Oe 


NATIONAL PENCIL COMPA 


220 FIFTH AVE. - NEW YORK N Ye SHELBYVILLE TENN 
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Employee Attitudes 
(From page 74) 


9. Working conditions. 10. Equipment installa- 
tions and maintenance. 

Naturally some of these things would have 
been done had no attitude survey been made, but 
it is our belief that the importance of changes 
was brought out by knowing the attitude of all 
the people. 

You are probably wondering what concrete 
gains we have made in return for the cash ex- 
pended. We cannot say definitely but we do know 
that since the inception of the various plans, we 
have had a reduction in turnover, a greater num- 
ber of applicants referred to us by Meredith mem- 
bers, and an increase in suggestions and volun- 
tary remarks or commendation. Too, we believe 
that when two-thirds of the people answer the 
questionnaire it shows group interest and par- 
ticipation. 


One-Handed Typewriter 
(From page 43) 


bars serves as space bar, and the other as shift 
key. A key on the right side of the board returns 
the carriage into position for a new line. 

Three more specially adapted typewriters are 
on order with IBM, VA said. Two are for vet- 
erans who lost their right hand and one for an 
ex-serviceman who lost his left hand. 

G. H. Harper, VA training officer, worked with 
technicians at IBM in developing the one-handed 
machines. 

Disabled veterans, to be eligible for the type- 
writers, must be enrolled in training courses 
under the Vocational Rehabilitation Act (Public 
Law 16), and must have writing difficulties that 
can be overcome only with the use of the one- 
armed machines. 


Office Manager Changes } 
G. W. Oliver, Jr., a vice-president of NOMA’s New 
York chapter, has left Crucible Steel Corp. of America to 
become office manager of Deering-Milliken & Co., New York. 
Dorothy W. Graf becomes office manager at Crucible 


Steel Corp. 


Seminar on Standardization 

Dr. John Gaillard, mechanical engineer on the staff 
of the American Standards Association, and lecturer on in- 
dustrial standardization at Columbia University is giving a 
private five-day seminar from January 26th through 30th 
in Room 503, Engineering Societies Bldg., 29 West 39th St, 
New York. 

The seminar will benefit companies and individuals who 
have problems concerning the organization of standardiza- 
tion work or the technique of writing standard specifica- 
tions. 

There will be two conferences daily, each consisting of a 
lecture followed by round table discussion. Those interested 
in registering should write Dr. Gaillard at 400 West 118th 
St., New York 27. 
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CARBON PAPERS 
a and Lae ae 
TYPEWRITER RIBBONS 


The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money 
savers in any office . . . giving you more 
for every dollar spent, in longer wear, 
better looking work. WRITE Carbon 
Papers give you more copies, cleaner 
copies from every original. WRITE 
| Typewriter Ribbons reproduce a uni- 
-.  formly clean, sharp and readable piece 
> of work every time. 


Insist on WRITE products. They are 
guaranteed for quality, uniformity, 
long wear. 


Ask your dealer, or write us today for 
FREE samples and attractive prices. 


Immediate Deliveries! 


Se 


WRITE os tesinston ave. 
New 


INCORPORATE York 17, N. Y. 
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| Dennison Srode 


IN OUR OFFICE 


— 


on 


= —_——= 


— MWe 4” 


UY i Tabs, Air Mail Labels in con- 

” venient pac’ ages, Address Labels, 
Tl and Gummed Reinforcements are 

. just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 


office can afford to be without these t 
Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending | 


tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


‘ : ets « 
Framingham, Massachus tts: 


fssential Stationery Supplies for HOME, SCHOOL, and OFFIC) 
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| Monger search is required. This speed of reference is ob- 
(ei by arranging the cards for each State by code, based 
* the “Sound” of consonants in the surname. Consequently 
| names that sound alike are filed together instead of 
i ead out because of minor differences and possible errors 
nee 


Physical Facilities 

ine must be impressed with the variety and facility of 
*dern record equipment. Technological developments in 
‘is field have more than kept abreast with techniques, and 
y re are no systems or processes for which adequate and 
rnative types of physical equipment are not available. 
| ‘rsonally, I have always felt that from a cost standpoint, 
; ‘ifsonnel is much more important than are physical facili- 
bs. Given the most modern and costly equipment and in- 
‘>quate or poorly trained personnel, a record system could 
Ler meet its requirements. On the other hand, a well 
vined record expert and an efficient staff can produce an 
jective system with a minimum of equipment. I do not 
{sh to imply that equipment is not important. Many me- 
qanical devices have been developed which embody ex- 
>lent techniques of labor saving, as well as reductions in 
‘: cost of supplies and maintenance. These are too numer- 


ls to list or describe but I would like to mention a typical 


‘ample. 

‘Ine of the major labor costs in record operations lies in 
os time required in locating cards or files. There are many 
‘ Leient methods of classification and arrangement designed 


meni this process such as the Census Bureau Sound- 


: mentioned. Mechanized devices are equally important. 
‘'e mechanical device that has been developed eliminates 


Records Cost Factor 


1} . (From page 42) 


the necessity of locating individual cards or categories by 
hand. The cards are coded and the appropriate tabs cut 
off a row of notches at the bottom. By pressing a key sim- 
ilar to those on a typewriter, the desired card or cards 
are tipped out of the file by electrical impulse. This pro- 
vides labor saving in filing as well as reference, since ac- 
curacy of position is no longer necessary. The desired card 
will come up irrespective of its position in the file. 


Overhead 

Overhead costs are often allocated on the basis of space 
considerations. This type of allocation is especially appropri- 
ate in determining the costs of operating a record depart- 
ment. The allocation may be based upon either square feet 
or cubic feet occupied, depending upon the nature of the 
alternative uses, and with full allowance for relative ac- 
cessibility of location within the building. 

Overhead costs, including all occupancy costs, vary widely 
as between those records which are currently in use (and 
must be located in relatively high cost space) and perma- 
nent records or archives which are in storage (and may be 
located in relatively low cost space). Consequently, the de- 
termination of what must be kept available and what may 
be stored constitutes an important cost consideration. The 
determining factor should be the extra cost of referring to 
records in storage compared with the savings resulting from 
the reduction in space used for current records. 

I once heard a professor of history tell his students that 
history was not only a vast field but that every day there 
was more of it. Such might well be the character of rec- 
ords. In fact, it is estimated that the annual accumulation 
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No. 399 — TRI-PLY 


No. 3900 — TRI-PLY ‘““WHISK” 
with new style brush 


CENTER PLY — soft gray ink 
and type eraser 


for erasing carbon smudges and pencil. 


WORLD'S QUALITY STANDARD 


Newark 7, New Jersey 


OUTER PLIES — red rubber, a... 


WELDON ROBERTS RUBBER COMPANY 
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TYPISTS’ 
FAVORITES 
FOR 
CLEAN 
ERASING 
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ANNOUNCING.. . 


MODERN, STREAMLINED, DIFFERENT 


Spacious, convenient, efficient, with all daily office 
needs within easy reach. No more time wasted 
rummaging through drawers looking for that all 
important document only to find it has slid to the 
back out of reach. No more wrestling with desk 
drawers stuck and unmanageable! With everything 
bt neatly stored in its own Circladesk compartment, 
& it's easy for the executive to breeze through the 
_ day's routine with more time for constructive 
thinking and planning. Easier to slip away for golf 
. .. more time for client relations too. 


Circladesks are available with table tops finished 
in mahogany, maple and oak. Rounded sides are 
in a selection of natural wood, mahogany, maple, 
oak, or enameled in colors to harmonize with 
office or room decorations. Sizes are similar to 
present standard office desks, but due to round de- 
sign take up less floor space. Delivery early in 1948. 


* Also, available with typewriter well for secretarial, typist 
and receptionist use. 


Dealers now being established! Send for details! Dept. 2 C. G. MORGAN CO., 4616 N. Clark Street, Chicago 40, III. 


* Desk designed to encircle user 
* Compartments for every purpose 
* Front pull-shelf for dictation 
*% Drawers for personal effects 
* Costs compare with stondard desks 


New Capillary-Action Handi-Pen Desk Sets 
by Sengbusch 


- + - with new inking principle — new writing ease — new beauty that 
pleases everyone — 3 big sales-building features all in one standard line. 


b 


Here is a desk set with unsurpassed 
hance features, heretofore aaaowe to 
> cag —v type unit. It . baee' style, 
» Simplicity, economy, iness, 
psean from spillage that appeals to 

Those who have used the new Handi- 

desk set call it the writing champion. They 
like the smooth, effortless, instantaneous writ- 
ing with fresh ink—and the wide variety of 
Pen-points that permits selection for indi- 
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vidual writing styles. These points are irid- 
ium-tipped, too — for long life. The set 
itself holds a long-lasting supply of fresh 
ink — there is no waste or deterioration. 

Put these outstanding performance fea- 
tures to work for you. Stock up with popular- 
priced Handi-pen desk sets, to take care of 
your regular customers and attract new 
buyers. Reap the rewards of fast turnover 
and large volume sales. 
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sere! 


OR 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 

This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


& s 


Sengbusch Handi-pen desk sets are sup- 
plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


Sengbusch Self-Closing Inkstand Co. | 
1127 Sengbusch Bldg. Milwaukee 3, Wise, 
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of records in the Federal Government exceeds one million 
cubic feet. Elimination and disposition provide a basis for 
limiting growth, or even of reducing volume where disposi- 
tion schedules are too liberal or have not yet been estab- 
lished. At a recent convention of the Society of American 
Archivists (Glenwood Springs, Colorado, September 4th) 
Emmett J. Leahy told of a firm which was using fourteen 
floors in a high cost building for the purpose of record 
storage. Examination revealed that adoption of an effective 
disposal program could have reduced this requirement to 
six floors. The potential cost reduction in this case is ob- 
vious. 

In 1944 during the scrap paper drive, one advertising 
agency stopped work on a Friday at 1:30 and all employees 
from the top executives down began sorting through every 
file, desk, cabinet, table, and storeroom to locate unneces- 
sary records and papers of all kinds. By quitting time over 
3% tons of waste paper had been accumulated. The’ next 
morning five truck loads were on their way to the scrap 
drive. Aside from the contribution to war effort, this agency 
had put its shop in order, had an effective housecleaning, 
and provided much needed space for accommodating cur- 
rent and future records. (See Printers’ Ink, July 7, 1944, 
pp. 24-25). Of course, it is not recommended that disposal 
programs be accomplished with this degree of speed, nor 
that the entire staff participate. Actually the dangers in- 
volved in the disposal of valuable records are as important 
as the extra costs which result from the multiplicity of un- 
necessary records. Record disposal requires careful planning 
and execution under the direction of competent supervision. 

The cost of permanent records has been affected by the 
development of microfilming. This technique is so important 
as a cost factor that it should be given considerable atten- 
tion by all record people. 


Microfilming = 

Microfilming as we know is a technique for producing 
miniature photographic copies of records, reduced in pro- 
portion so small that they can Ke read only with magnifica- 
tion. According to the Bureau of Standards, microfilm 
which meets certain specifications is as suitable for perman- 
ent records as is the best record paper. 

The microfilm technique serves three main objectives: 
(1) to save labor in current office operations, (2) to save 
space in storing records, and (3) to duplicate records. Cost 
considerations: are important ‘in each case. 

The use of microfilming as a device for saving labor in 
current office operations is not fully appreciated. Modern 
banks microfilm checks before sending them to the clear- 
ing house as a high speed substitute for the tedious and 
often inaccurate method of hand listing. In addition to the 
saving in time a more complete record is provided, and no 
storage space problems are encountered. 

A good example of dollars saved through reduced labor 
in current operations resulting from microfilming is a re- 
cent experience in a War Department disbursing office. Be- 
fore adopting a microfilming system, duplicate copies of 


* ah the many iil d 
all bills of lading and transportation requests were received 


Diinal ’s HBvcile at the rate of almost 20,000 per day. The duplicates were 
‘ . placed in a suspense file and withdrawn and attached to 
: go our sincere ae Ractive the carrier’s invoice when received. The original invoice 
and supporting papers were forwarded to the General Ac- 
counting Office and the duplicates retained for five years. 
The cost of filing and withdrawing the duplicates constituted 
ij i the principal labor cost for this office. 
{ ‘ — Since the adoption of a microfilming system, both the 
CARBO-WELD PENCILS suspense and retaining files have been eliminated. Before 
originals are forwarded, all papers are now microfilmed in 
voucher number sequence and the microfilm used as the 
| disbursing officer’s retained file. As a result of this change 


"GENERAL PENCIL COMPANY « JERSEY CITY 6, N. J, “Xe following results were experienced: During a typical 
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MAKE EVERYONE IN YOUR OFFICE 
FEEL COMPLETELY AT HOME 


Created expressly for the Wood Office Furniture 
Institute, Softone gives you these latest 
benefits of color engineering: 


@ Reduces eye strain of office routine 
© Promotes greater working efficiency 
@ Boosts employee morale 
@ Improves customer relations 


Ask your dealer for complete illustrated material 


NeW INDIANA CHAIR COMPANY 


MANUF CTURERS a HO HA 


No. 1406 


December, 1947 
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BECK GELATIN ROLLS 
WEAR LONGER 


4 You can count on long, excellent service from 
i high quality BECK gelatin rolls. Matured and 

seasoned, BECK gelatin rolls are mounted on 
| spindles to fit any size and make of duplicator. 
They are made in amber and white composition 
on cloth or fibre backing. 


Dealers Inquiries Invited 


BECK DUPLICATOR CORP. 


462 W. Superior St. 18 W. 18th St, 
Chicago 10, IMinois New York 1, New York 


WHERE SMARTNESS COUNTS... 
you'll find ARD CHROME 


| The beautiful lines of the Luxury Lounge Booth and 
| the comfort features attract customers whether yours is 
an “elite” or “just folks” clientele. 


Think of your purchase long range. Remember the service 
you get from the no-sag spring construction—the guaran- 
teed-for-satisfaction Chrome which is our best proof that 
we want you for a satisfied customers. 

Ask your dealer for de- 
tails of Ard’'s more than 
70 chrome specialities, 
or write us for the name 
of your nearest dealer. 


MFG. CO. 


29 Vine St., Box 442 
Evansville 8, Ind. 


> 


month prior to the change less than 500,000 payments were 
made, with an average of 30 days required for each pay- 
ment. After the change, over 1,000,000 payments were made 
during a typical month, with no increase in personnel, and 
the average number of days required for each payment was 
more than cut in half. Thus the new system resulted in a 
savings in unit labor costs of over 50 percent, and at the 
same time more than doubled the speed of operations, to 
say nothing of the savings in space. 

If reduction in the cost of filing equipment and space is 
the objective of microfilming, then such savings must be 
computed on the basis of total savings less the cost of 
microfilming. Such a cost analysis will vary with different 
firms and in connection with different kinds of records. 
However, the following cost analysis used by the War De- 
partment is cited as an example of the cost considerations 
involved. (The data referred to is given in detail in the 
War Department Technical Manual TM 12-257, Microfilming 
of Records, Government Printing Office.): 

The Cost Analysis 

Cost of Space: (Including expenses incident to heating, 
lighting, guard service, and other costs) $0.50 to $1.50 per 
square foot. Based on an average of 6 square feet per cab- 
inet, this amounts to an annual space cost of $3 to $9 per 
cabinet. 

Cost of Equipment: Where microfilming is considered 
an alternative to regular storage in connection with future 
operations, the cost of necessary new equipment may be 
considered as a part of the savings. If microfilming is 
adopted in connection with storage files already .in exist- 
ence the current value of the filing equipment thus made 
available may be considered as savings. Both the current 
value of equipment in use and the cost of new equipment 
will vary for individual firms and from time to time and 
no estimates are therefore included. 

Cost of microfilming: Analysis by the War Department 
revealed that the cost of microfilming the contents of a 
4-drawer cabinet varied from $20 to $200, the average cost 
amounting to $60 per cabinet. The actual cost for any spe- 
cific project will vary depending upon the type of records, 
amount of time required in preparing them for processing, 
the volume of work to be done, and the equipment and 
process used. Experience of the War Department revealed 
that on the average a camera operator can photograph 15 
drawers per day, an additional 4% man-day being required 
for inspection and indexing of the film. In general the ser- 
vices of one additional person was required to prepare the 
papers for the camera, making a total of 2.5 persons per 
camera per day. At 1.5 drawers per day approximately 
2.66 days are required to complete a 4-drawer cabinet. 
These costs were summarized as follows: 

Equipment rental, 2.66 days at $1............ $ 2.66 
ae fe SO) eer rr ree 14.28 
Labor, records preparation, 2.66 days at $6.55.. 17.42 
Labor, camera operation, 2.66 days at $6.55.... 17.42 
Labor, film inspection, 1.33 days at $6.55...... 8.71 


$60.49 
Where savings in space is the only consideration, an anal- 
ysis such as the above should prove satisfactory. If desired, 
a trial run on several drawers may be used to determine, 
actual microfilming costs rather than to depend upon an 
estimate. Total space costs times the number of years for 
which the records will be retained, plus the cost of new 
equipment otherwise needed or old equipment released 
may then be compared with the cost of microfilming and 
possible savings determined. In general, savings may be ob- 
tained through the use of microfilming when the records 
are to be retained for 10 years or longer. In some cases the 
break-even point will be found to be as low as 5 years. 
(Turn to page 86) 
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Yes, you'll be mighty happy with this handier, , 
easier-to-use staple remover. You can really get a grip on 
it—and it mever tears the papers, even in the thickest files. 


Staple Remover No. 150-5” is just one item in the 
famous BERNARD line of stationery tools. The trade 
knows “BERNARD means faithful quality”. Send for 
complete catalog. 


Faithful 


Quality Since 1870 


BERNARD 


TRADE MARK RECISTERED 


dif 


WM. SCHOLLHORN COMPANY 


Make Filing an: 
Finding easy fo 
your office worker 


Guide. fob 


Pat. Pending 


' THE HANGING 

FOLDER WITH 
ADJUSTABLE 
METAL TAB 


e IT HANGS 


D EMONSTRATE Guide-O-folders to file 
clerks. Let them work with your demonstrator 
for a little while. Once they discover for them- 
selves how easy it is to file and find with Guide- 
O-folders. 
They appreciate the ease with which folders 
slide along on the all steel Guide-O-frames, 
eliminating the tugging and pulling of the dead 
weight of folders and contents. They appre- 
ciate the time-saving ease with which letters | 
can be filed and taken out. They like files 
which are always in a vertical position. 


Show Guide-O-folders to file clerks. See your 


local stationer. 


Guide-O-frames set right into 
any standard file drawer — 
adjustable for a snug fit. No 
cutting of frames is necessary. 
Made of steel, they will last 
a lifetime. 


| 
GUIDE SYSTEM & SUPPLY CO} 


335 Canal Street New York 13, ; is 


3012 Chapel Street, New Haven 9, Connecticut 
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THE H. C. COOK CO., ANSONIA, 


Pe Gi A 


CONN. 


L/ST FINDER 


FINGER TIP CONTROL. ou uot, POP. rue a 


18 —TEL-E-DEX SILVER PLATED (with 
a TEL-E.DEX GOLD PLATED perro 
INDIVIDUALLY 


‘FINCH & MecuLLouc 


“MEMORY, WY, MASTERPIECES" 
AURORA, JLLINOIS 


MANUFACTURERS OF QUALITY SINCE 1903 
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In addition to being used because of savings in current 
operating costs and in space, microfilming is also used for 
duplication of records for a number of reasons many of 
which also involve elements of cost reduction. These include 
the provision of multiple reference copies, security copies, 
and substitution for other duplicating methods. Time limita- 
tion prevents their discussion at this point. 

Of course microfilming has disadvantages and limitations. 
These include inconvenience of reference, difficulty in com- 
paring records, dependence upon the microfilm reader, 
problems of interfiling and rearrangement, and the like. 
Time limitations prevent a discussion of this aspect of micro- 
filming, but a fairly comprehensive treatment may be found 
in the War Department manual previously mentioned. 

In conclusion, and by way of summary, I would like to 
list a dozen general suggestions relating to cost reduction 
possibilities in the operations of a record department. In 
this connection, improvement in efficiency or service at no 
additional unit cost is considered to be the equivalent of 
cost reduction: 

1. Recognition by top management of the importance of 
a sound and effective record system, participation by top 
management in the development and design of such a sys- 
tem, and the cooperation of top management in its continu- 
ing operation. 

2. A well trained and qualified record expert to direct 
the operations of the record department, and delegation of 
sufficient administrative responsibility to this official to 
make possible the development of a smooth working and 
efficient system. 

3. Adequate salary scales to provide for an efficient and 
well trained clerical staff. 

4. Adequate physical facilities commensurate with the 
requirements to be met by the record department. 

5. Effective arrangement of physical facilities to eliminate 
waste and minimize labor costs in all record operations. 

6. Adoption, wherever possible, of record equipment or 
techniques which have demonstrated labor-saving qualities. 

7. A central or departmental consolidation of all records, 
wherever possible, to provide completeness and eliminate 
duplication. (Files in individual desks and private files are 
of little use to the organization as a whole). 

8. Control of the production of records to restrict all rec- 
ords and reports to those the use of which justifies the cost 
of preparation and maintenance. 

9. Elimination of unnecessary records and duplicates. 

10. The transfer of non-current records to intermediate 
storage and disposal depots and ultimately to archival de- 
positories. 

11. The adoption of effective disposal schedules to reduce 
the volume of permanent files to the essential minimum. 

12. The use of microfilming and other techniques where 
applicable to reduce the cost of maintenance of all records. 


Awards for Best Business Letters 

The opening of the twelfth annual Gold Medal compe- 
tition for the best business letters of 1947 has been an- 
nounced by the Dartnell Corp., 4660 Ravenswood Ave., Chi- 
cago, which sponsors this “better letter” contest. 

Successful business letters of all types are considered by 
the Board of Judges for awards, the only stipulation being 
that all letters submitted must be accompanied by an entry 
blank and received at the Dartnell Chicago offices on or be- 
fore January 31. There will be twenty awards. 

The Gold Medal Award was established to promote the 
development of better business letters, to provide a means 
of recognition for those who write them, and to make pos- 
sible a free exchange of the best letters of the year among 
people’ who write business letters. A portfolio of the twenty 
winning letters is sent to each of the contestants, whether the 
contestant wins or not. 
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The POSTAL SCALE 
your customers have been looking for. . . the 
ACCURATE Model 101A, an all-metal scale 
with patented cantilever spring action (no 
coils). Domestic postal rates in various classes 
up to 12 ounces. Table top (22" x 3”) de- 
pressed in center to accomodate mailing tubes. 
Three colors: office green, red and ivory. 


ACCURATE PARTS MFG. CO. 
f 12437 Euclid Avenue 
CLEVELAND 6, OHIO — 


ISTASCAL 


Since Pearl Harbor 


—Longer Life. Use them over and 
over again. All standard sizes — 
A Rubber Band for every appli- 
cation. Special types made to 
fit every need. Available in 
natural and other colors. 


= Write for generous sam- 
ples and prices of our 
q finest product in 
ne _ years, The New 
a ARCO Station- 

' ery Bands. 
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4 More Stretch — Greater Toughness 


Sie OvEeR 300 
A DIFFERENT SIZES 


December, 1947 


IN FINE LEATHER 
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OFFICE FURNITURE 


Vv AY 
The beaut, Cardinal Sec nat veto machin® 
utility ° p enhance a gest © gr" 
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satisfaction. 


> F i es' ‘adison Street 
Cardinal 524, Ve. cmicaee aa nunets 
° a 
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ACE BUILDS THE... 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. ! 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 
A durable, long- 
iy life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


One of ACE’S finest 
models, Light weight, 


ACELINER 


Most beautiful and effi- ‘ BF 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks engineered from finest 
and hand fastens. steel, 


WORLDS Ce 
FINEST / 
ACE FASTENER CORPORATION + 341 


ORTH ASHLAND AVENUE «+. CHICAGO 13 
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Seeing is believing...Heyer Stencils 
consistently run thousands of clear, sharp 
copies. Easily cleaned and filed for re- 
runs. Try Heyer Stencils next time and 
you, too, will believe in Heyer* Quality. 


Heerurer: s 

of Geepme ine = 
ie UUPL! cat Teh ene SUPP Lcs 
| 3 sei Catame Sn plicato E 
| THE HEYER CORPORATION 


1848 South Kostner Avenue 


B 


Chicago, U. S. A. 


Office Workers 
Love the Original 
Plastic Type 

Cleaner 


Because it's the mod— 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

| @Clean. -.does not stick to hands... 
odorless...will not soil clothing 

i (no liquid to splash) 

/@Inexpensive to use...longer lasting! 

}@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


; j ~ Pyorta DISTRIBUTING CO. 


1123 Broadway New York 10. N. 
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NOMA's Southwestern Conference 
The National Office Management Association will hold 

its first Southwestern Conference in the Adolphus Hotel, 
Dallas, Texas, from February 1st through 3rd. The Dallas 
Chapter of the association will be host during the exposition, 

President of the Dallas Chapter and chairman of the ex- 
position committee is Fred L. Haynes, Dictaphone Corp, 
216 South Paul St., Dallas 1, Texas. 

Manufacturers and dealers in office equipment, furniture, 
and supplies will display their wares. 

The association held a conference in Hartford, Conn., on 
November 13th. The theme was Office Management Looks 
Ahead. 


Exhibit Space All Sold 

Exhibit space for the 9th annual Chicago Office Equip- 
ment Display to be held February 2nd through 4th at the 
Stevens Hotel, has been sold out, according to the chairman 
of the Office Management Association of Chicago committee 
which is sponsoring this demonstration. 

The chairman, George I. Simpson, of the Peoples Gas 
Light & Coke Co., says that 70 manufacturers of office serv- 
ices and equipment are under contract for the 38,000 square 
feet of display space in the Stevens Exhibition Hall. 

The display will be held in conjunction with the 5th an- 
nual seminar of the Office Management Association. 


Office Manager Promoted 

Wilbur E. Eckert, office manager of the Commercial 
Controls Corp., Rochester, N. Y., has been appointed assis- 
tant secretary of the company. 

Mr. Eckert has been in the office equipment field for over 
35 years. He is well known for his affiliations with office 
equipment organizations both locally and nationally. In 
1946, he was president of the local chapter of the National 
Office Managers Association. 


Discussed Federal Budget 

Three special advisors to the appropriations committee 
of the House of Representatives discussed the federal budget 
at the November meeting of the New York City Control of 
the Controllers Institute of America. - 

Speakers on the “Battle of the Budget” were Gilbert H. 
Clee, chief of the Western Latin American Division, Inter- 
national Bank for Reconstruction and Development, Wash- 
ington; E. A. Kracke, member of the accounting firm of 
Haskins & Sells, New York, and Thomas J. Quinn, member 
of the research department of the Chamber of Commerce 
of the State of New York. 


Filing Association 

The regular December meeting of the Filing Associa- 
tion of New York, on December 8th, will be devoted to the 
Fit’n Fair show put on by Ann Delafield of the DuBarry 
Success School. 


Chester Bowles at OEA-NY 

The Office Executives Association of New York met 
on November 19th at the Hotel Belmont-Plaza, and had 
as its guest speaker Chester Bowles, former OPA adminis- 
trator. 

The association’s president, David E. Griesemer, Babcock 
& Wilcox Co., called on Walter Welch, Combustion Engineer- 
ing Co., chairman of the membership committee, who an- 
nounced the new members and reported that membership 
now stands at 535. Mr. Giesemer said that the Office Week 
Forum papers were being duplicated and would be avail- 
able to the members at 25 cents per paper. He also an- 
nounced the commencement of the Seminar and Study 
group program, directed by Carl Basler, United States Rub- 
ber (o., with Arthur L. Mann, Chief of Industrial Service, 
State Education Dept., monitoring the first meeting on 
January 13th. The topic will be “Training for Conference 
Leadership.” 
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SPEED UP) 
OFFICE WORK <5 


Office workers appreciate the con- 
venience of using Duplistickers for 
marking file folders, for addressing 
duplicate mailings, for addressing 
heavy — — cards, Chief 
reason for their preference is that 

Duplistickers’ gummed, perforated A REAL ECONOMY 
a sheets are so easy to fill - oy oy my acne 
in on the typewriter. Also, they er SOORSAR 
speed duplicate mailings because all as recsel apron 
the addressing for two, three OF more ‘stickers then ‘all 
four different mailings can be done [be], 

in one operation. , 


ERE Kal 


lle 


EUREKA SPECIALTY PRINTING CO. 
Stationery Div., Dept. OM 


SCRANTON, PA. 
bY 


Sell 


IGNALS 
and 
MAPTACKS 


DRAWIN 


#2914 Drawing Set Illustrated—$10.00; Other Sets from $6.00 
to $36.50—The most complete line of separate instruments. 
Everything for the Drafting Dept. and Art Studio. 


122 Page (8!/2 x 11) Illustrated Catalog $1.00 Postpaid, 
which will be credited on first purchase. 


CAMBRIDGE 
40, MASS. 
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| >; ELBE FILE & BINDER CO.Inc. 
—_—— 


Makers of Loose Loat Binders. 


December 31, 1947 


“LET’S LOOK AT THE RECORD” 


| From a modest beginning 37 years ago Elbe has grown 

/ to its present position as one of the leading manufacturers 
of Loose-Leaf Binders and Supplies. In Elbe’s large 
efficient plant, thousands of binders are always in 

'production and many thousands more are in stock for 
prompt shipment. Volume purchases of raw materials, 
large-scale production, modern equipment and skilled 

| craftsmanship result in a fine product at a moderate price. 


LOOKING FORWARD TO °48 


| After many months of research with materials, designs 
jand mechanisms Elbe has developed many new items 
;which are now in production. Watch for notification 

of their release. Made according to the famous Elbe 

| quality standards—each item is the best possible 

vin its class and price range. 


Make (coe your choice. Over 1800 stock numbers— 
“Specials to Order”. Write for our complete catalog. 


With the Season's best wishes. 
Elbe File & Binder Co., Inc. 


PROFIT to YOU: 


for having that PAYROLL answer--- 


in one : Raat Yearly Record 


WATSON'S 
PAYROLL RECORD 


a complete YEAR'S record 
for ANY business with 
1 to 50 employees 

@Complete instructions 
and illustrations . . . 
Actual government 
forms and tax tables 
FULLY explained and 
filled out. In everyday 
language, anyone can 
use and understand. A 
full year's record cost- 
ing your customer less 
than a cent a day. 

@ Tops in appearance 
and quality — Modern 
styled, transparent ace- 
tate cover—it's new — 
making an attractive, 
self-selling display — 
lasting durability. Col- 
or spiral binding for 
easy turning — pages 
that really lay flat. 
High quality ledger 
paper for easy writing 
and reading. 

@ Amazingly complete 
content — Individual, 
weekly and quarterly 
payroll forms—simple, 
yet complete—easy to 
follow. The most prac- 
tical and all - inclusive 
payroll record yet 
developed for smal! 
business. 


from your local office supply house. If not available write to: 
Watson Publishing Co., P. O. Box 564, South Gate, California 


Publications Available 

OrFice MANAGEMENT, A Hanpsoox. Coleman L. Maze, pro- 
fessor of management and vice-chairman of the department 
of management and industrial relations at the School of 
Commerce, Accounts and Finance, New York University, 
and vice-president of the office management division of the 
American Management Association has edited this valuable 
870-page comprehensive, authoritative, and practical hand- 
book on the management of the modern office. 

The book was prepared under the auspices of the National 
Office Management Association of which Mr. Maze is a 
past president. More than 100 specialists in office administra- 
tion contributed to the work. 

Orric—E MANAGEMENT was written to be of use to both 
the large and small company. The book is divided into five 
sections. They are the Organization Element; the Physical 
Element; the Operation Element; the Human Element; and 
the Control Element in Office Management. 

Ronald Press Co., 15 East 26th St., New York, are the 
publishers. The price of the book is $6. 


FUNCTIONS Or THE CONTROLLER. The past few years have had 
a marked influence on the functions of the controller in the 
average business organization. This fact was revealed by 
a survey of a representative group of about fifty companies 
conducted by the Policyholders Service Bureau of the Met- 
ropolitan Life Insurance Co., One Madison Ave., New York 
10, in cooperation with the Controller’s Institute of Amer- 
ica. The findings have been published in the FuNcTIONS oF 
THe CONTROLLER. 

The book covers changes in functions; place in the admin- 

istrative organization; relationships with other company 
| executives, government agencies and public accountants; 
and duties. Copies are available to executives who request 


OFFICE MANAGEMENT AND EQUIPMENT December, 1947 


Ag | 
. | re | 
ee 9 ee a. | 
ee f 
1 tore Poctery ons tzepmont - 6 here Site - 3 Acres wf Phew Sree | 
| : 
— ee : 
aa | | 
. | 
— 
a “4. | 
h 5 ary s 2 
_ 
- 
ra 
a a - @ _ 
: a re 2 
_ > = a 4 
ee 4m” ae 
ae We 4 i| Qh “ a 
4 mm |: Y AR \ g \ 7 
ne || Jf 7/7? | | \ en? 
- : uf wt wa P yt ¥ 
; ° Bprans ys ee od PANS 3 5 e wo , 
— J | | WF gcd net 9 : 
ae 25 0 gh: | ‘oA of J oo® a 
5 earn yee | % qe y PX q oor ce “a 
? -_— gr”, <M | po? et. om | 
—— a on jb | | ‘eB got a 
—— v, y Wd | \* oe ol. 
1 - | EE he || %, oth e ¢ om? 
| ae Ye ‘al | Ye st” 
ene 4 42 | \~* ome. 
en «Ce | gett pe! w 
... OG | \y oi 5 a call 
—— ee FH oth ~or yo we“ 
——— AX ; o? 
a: 06S \ A, ° ee 
—_ 1g \ po® po? | 
a : 3 der Now epal Int ree | 
—— . 
aA a i “ ? x 4 «Sars : 
: — one ee ee  . 2 ae. 2a 2 
ei = . Se [fee — te: a | 


a 
ES 
a 


PLASTIC HEADED NAIL 


For home or office use, this patented, 
new, Superior plastic headed nail can be 
driven into tough wood or walls. Avail- 
able in any color—including luminescent. 
Use them for 


%& map or chart marking 

% making indoor or outdoor signs 
* furniture or upholstery 

* picture hanging 

* decoration 


Superior plastic headed nail colors are permanent. 
They stay bright and don’t chip. Send for 
folder and samples. 


distributed by 


GTtaybaR 


ELECTRIC COMPANY 
in 97 principal cities 
SUPERIOR MANUFACTURING CO. 


20H MAIN STREET, FITCHBURG, MASS. 
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ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGT 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSCEE 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO 


1112-20 Galveston Ave. Pittsburgh (12) Pa 


Word 
in 
Desk Files } 


Vices sc lis ts a li es ll 


QW LL SN WI 


PLATES EASILY ADJUSTED 'fO 
ANY SIZE SPACING 


12" long. Steel. Finished in hammertone golden brown enamel. 
Rubber feet. Has 6 upright dividing plates approx. 6x10" which 
slide in groove. A press of your finger and you move a divided 
plate to accommodate a large telephone book. Another press 
and you move a plate to within 1/16" of another, holding up- 
right a single sheet of paper. No screws. No rods. Efficient. 
Attractive. Sturdy. This file will interest you. Get particulars 
today. List $7.95. 


Filo Also Available for Double Desk Drawers and 
File Cabinet Drawers 


WEBER OFFICE SPECIALTY CO. 
1328 W. Sixth St. Los Angeles 14, Calif. 
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FLATTER YOUR CUSTOMERS 


Please Your Purse 


-— YOURS AUTOGRAPH CIGARETTE CASE 
$1.00 


! 
Looks expensive. 


! Will make them 
jjink of you many times every day and night. Individually 


haped like an envelope. 


joxed complete with addressing outfit in each cigarette case 
hich enables recipient to "address" the case, or you can do 


’ = addressing for them if you like. 


CLEEVELANDT CORPORATION 
3 West 46th Street New York, N. Y. 


= Our New Slide Rule 
is computin 
Hundreds of Best Wishes 
for the Holiday Season 
to all our friends 


WAVIGATIOMAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


Kidd limp 


HARA FOR DO Cc ON N v.38, 


, 
= 
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WANT-AD OPPORTUN#TIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance, Address replies to all Box Number ads c/o 
OFFICE MANACEMENT & EQUIPMENT, 260 Fifth Ave, 


For Sale or To Buy 


WANTED TO BUY—Nat'ona! Cash Registers. All medels. Give com- 
plete model number, serial and range of ring-up. Monmouth Office 
Supply Co., 147 Brighton Ave., Long Branch, N. J. 


CLOSING OUT our Niagara Dent.. One new Niagara Model 250 Dn- 
plicator. $400.00. One new Niagara Electric Mode] AF4 Duplicator 
$200.00. One new Niagara Model B2M Duplicator $85.00. Mercer- 
Hutto-Kickliter Inc. 216 W. Lafayette St., Tampa. F.a. 


1 “Standard” Fluid duplicator system, Model UP 6166 complete with 
feed and receiving trays (less cabinet). A-1 Ccnlition. Immediate 
de‘ivery. Diamond Iron Works, Inc., 1728 2nd St., No. Minneapolis, 
Minn. 


BOOK COVERS, heavy transparent acetate, fits all size popular books 
and magazines. 6 different sizes. Sample $1.50. Free catalog. FRANK 
BONOMO, 860 Broadway, Brooklyn, N. Y. 


FOR RESULTS— 


Use the Want-Ad-Opportunities columns to fill your business 
needs. 


Rates are 10c a word, minimum charge $2.00. 
Send your order now to 
OFFICE MANAGEMENT AND EQUIPMENT 
260 Fifth Avenue New York 1, N. Y. 


PREFERRED BY 
STENOGRAPHERS 


Clarotype cleans typewriter type in- 
stantly, thoroughly, economically. No 
brushing — no spattering — non-inflam- 
mable. Order a 50c bottle from your 
stationer or typewriter supply dealer. 


THE CLAROTYPE CC., Inc. 


261-PM Broadway New York7,N.Y. 


CLAR-O-TYPE 
‘ } . Sy 

‘THE BEST KNOWN TYPE CLEANER) 

KNOWN AS THE BEST oe | 


i LAR TYP 


+ yam manenn rove CuEanee 


1948 EDITION 


“UNIQUE TWO-IN-ONE" 
WITHHOLDING CHART 


Both WEEKLY & MONTHLY Payrolls 
on ONE HANDY 9 x 12 CARD 


35 cents each —3 for $1.00 
10 for $2.50 — 100 for $20.00 


(cash or check with order, please) 


$1.00 added to your check will bring you our special report "Tax Saving 
Through Incorporating” (Retail Val. $2.15). 


Dept. C 
TAX PUBLICATIONS COMPANY 
53 State Street Boston 9, Mass. 
With YOUR complimentary imprint, this chart will be a constant 


reminder of the valuable service YOU can furnish. NOW is the TIME 
for effective goodwill distribution. Write for attractive quantity prices. 
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FOLDING CHAIRS ) 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 

armchairs, folding tables. 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


Visible 
Reeord 


Quick « Convenient 
Save Time 


200 Cards $1.00 
6x4 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 
») Ten years national use. 
Order today, money back quarantee. 
Ask for catalog 


Handifax san sont ss. <2 ST. LOUIS 
AT LAST! A PRACTICAL WAY TO 
STORE TIME CARD 


Sheets of Cards 


—and both State and Fed- 
eral regulations say you 
must keep them. Fyl-A- 
Kard fits into a 12°x24” 
file drawer, or can be used 
as active open file for time 
cards, job tickets, repair 
orders, etc. Price: $7.75 
and $8.15. Write today 
for specifications. 


Portable — Removable — Permanent — Adjustable 
All-Steel Construction 


FYL-A-KARD MFG. CO., 1327 W. Girard Ave., Phila., 23, Pa. 


LITHOMGUC 


READY IN ‘48 


WRITE FOR ILLUSTRATED FOLDER 


LITHOMAT CORPORATION 


CAMBRIDGE 41, MASSACHUSETTS 


December, 1947 


NEW YORK.N.YA. 


| Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Fiies, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The Mouse That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y.. GRamercy 3-3741 


LONG WEAR 
FOR GOOD LOOKS 


Maso 3 All Steel 
"BARGAIN" 
WASTEBASKET 


You have your choice of thre 
neat, decorative, attractive lit 
hographed finishes; graine 
walnut, office green or gra! ? 
Top diam. 14”, bottom 10° 
heicht 14”. Fire resistant; re¢ 
sturdy construction, economic 
ally priced. 


Order From Your Stationer Today 


MASO STEEL PRODUCTS 


500-32 South Throop St. Chicago 7, Ilinoi 


FOR top qual- 
ity typewriter 
tables and 
stands always 
specify Maso. 


é a 


FELDCO Lose Leaf CORP. | 


1505-11 W LELAND AVE. CHICAGO 40, ILLINOIS 
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SHORT CUT TO— 


Efficient Inter-Office 
Communication! 


BILLING | ie de 
SECRETARY. 


SHIPPING 


aS 


With Executone...the modern electronic inter-com 
... there are no hand-sets to fumble with, no dials to 
twirl, no batteries to go dead! 


Executone automatically gives you control of your 
entire organization through instant voice -to- voice 
contact. You just press a button—and talk! 


Instructions may be given, questions asked and 
answered, without anyone leaving his work. Executone 
minimizes inter-office traffic, 
relieves switchboard congestion, 
speeds up production all along 
the line. 


Unconditionally Guaranteed! 
Executone Inter-Com Systems are engi- 
neered to ‘your requirements and uncondi- 
tionally guaranteed. Installed and serviced 
by factory-trained specialists in principal 
cities. Over 100.000 installations prove 
Executone’s d aerated and leadership. 


Two stations wins as little as $61. 
Systems with up to 100 stations available 


Lecilone 


COMMUNICATION & SOUND SYSTEMS 


Mail Coupon for Further Information | 
EXECUTONE, INC., Dept. M-7 | 
i 415 Lexington Ave., ‘New York 17, N. Y. | 
Without obligation, please let me have— | 
(1) New Executone Booklet “A Modern Control | 
System.” I 

0) A look at EXECUTONE in my office. ] 
| 

| 

| 

H 
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You get PRODUCTION plus PROVED ACCURACY... 


.. . and what do we mean by 
proved accuracy? 
Consider Accounts Receivable post- 
ing as an example. With the Sund- 
strand machine, customers’ statements 
are prepared simultaneously with the 
posting of the ledger. 


And, as each posting is completed, 
printed evidence of accuracy is fur- 
nished automatically by the machine. 


with UNDERWOOD SUNDSTRAND 


FAA, 


| Accounting Ma hing: 


This mechanical proving of the work 

as it progresses eliminates the need 

for time-consuming checking oper- 

ations. Work is speeded up. Books 

are always in balance. You save hours 
. and eliminate overtime work. 


Speed comes naturally with Sundstrand 
machine operation. Notice the key- 
board — only 10 numerical keys — 
grouped under the finger tips of one 
hand! Office clerks develop high 
speed after just a few hours’ practice. 
And, you use your own personnel. 


You'll find that other applications... 
Accounts Payable, Payroll, Stock 
Records, and many other accounting 
jobs are handled easier, faster, and 
more economically with Underwood 
Sundstrand Accounting Machines. 


There’s a trained Underwood Repre- 
sentative in your community . .. 
ready and able to help you save time 
and money on accounting problems 
with the versatile and flexible Sund- 
strand Accounting Machines . . . 
Call him today. 


Underwood Corporation 


Accounting Machines . . 
Carbon Paper... 


. Typewriters ... 
Ribbons and other Supplies 


Adding Machines ... 


ONE PARK AVENUE, NEW YORK 16, N. Y. 
Underwood Limited, 135 Victoria St., Toronto 1, Canada 


Sales and Service Everywhere 
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